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XXCELUDTCX of fom and good tkste In tyT«»rlting 
are, unfortunately, tmcoBnan among tbe naaa of stenog- 
raphers. This iml9llcation is an effort to remedy the 
defect Vy encouraging students and stenographers to 
emulate, and if possible excel, the best operators in 
the profession, by the exercise of Judgment and orig« 
inality in their work. 

Intelligent and progressive teachers have long 
felt the need of a sms UKSOAL, laying down well 
defined rules and exaiqiles, and this, so far as the 
author's knowledge extends, is the first systematic 
atteiqpt to supply the want. 

The principal headings, and the display matter, 
are varied, showing as many different exasqples as are 
acceptable. The simple forms are preferred; in some 
cases, the other forms are better. 7tM subject matter 
under these headings is presented in a practical form, 
being the result of many years' practice in the pro- 
fession. 

In the hands of every student, this book will 
save the teacher the necessity of answering many ques- 
tions, and listen the difficulties of teaching; it 
will prove a guide tmd reference to each graduate in 
his future work. 

The author believes that in presenting a book, 
written in its entirety on the typewriter, and repro- 
duced in exact form and style, the student will gain 
a much better conception of the subject and find many 
things that attract the attention and excite aaibition. 

HUGH aRAHAU PATSRSOH. 
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— : ( A MESSAGE TO TBACHERS ) : — 

TEACIDSRS of Stenography and Typewriting have a fflost resppnslble task 
to perform. They xnust put the finishing touches on the student's education 
in the lines of Orainmar, Spelling, Punctuation, and all the other supple* 
mentary work in that connection, even though the student be studying those 
branches, at the same time, in other classes. 

If, when the student graduates, he demonstrates ignorance in amy of 
the things that go to make an all« round stenographer, the Teacher of Sten- 
ography receives the criticism. 

Refuse to pass or recommend the student who is faulty in any of the 
necessary qualifications, no matter how rapid and efficient he may be in 
Stenography and Typewriting. You will thus protect yourself and confer a 
benefit on the student. The future of the student is too important to 
permit his going into business with aa Imperfect preparation. 

Do not let the student receiye a false impression of his stenographic 
excellence. The speed tests should be made with matter more than ordinar* 
ily difficult. A graduate has reason to have but little respect for the 
instructor who flatters him, when he discoyers, on a test for a position, 
that his legitimate speed is about half of that indicated by his diploma. 

Discredit the tales of speed*writing in circulation. They are yery 
marvelous to the uninitiated; they are discreditable to the profession. 

Legibility and perfection of style are often destroyed in speed clas* 
ses. Do not force speed; let it come naturally. Never dictate at a rate 
beyond the ability of the student to write, and do not always dictate at a 
speed that will not allow the student to make perfect notes. The neces* 
sity of practice for perfection is as great as the practice for speed* 

In your teaching, give precedence in importance to typewriting. The 
employer, ordinarily, does not know, nor does he care, whether the stenog* 
rapher writes good shorthand or not, so long as the transcript is accurate 
and the notes can be taken with sufficient speed. His Judgment is based 
upon the typewritten work. It must be done rapidly and accurately, and be 
in good form. Uany students can write shorthand with greater rapidity 
than is necessary, but there has never been a case where the student could 
operate the typewriter too rapidly. 

The majority of dictated letters have grammatical flaws* The duty of 
the stenographer is to correct them. If he cannot do this, his training 
is incomplete. 

To gain superior results, the instructor should, at frequent inter* 
vals, dictate letters that are faulty in construction and ungrammatical, 
without telling the student there is anything wrong; then, criticize the 
transcripts and, if necessary, have them rewritten. There is no better 
way of awakening the student's interest and developing the faculty of 
obserratlon. 



■>; )(;-> A MBSSAGB TO STITDKHTS —;)(' ;»> 

YOU ARE about to enter a profession that presents the opportunity for 
ft brilliant future. Your present study may be merely a means to an end— 
ft stepping*stone; you may be a stenograiflier for a Tory short time. Exper- 
ience shows that the earnest, diligent, and well educated shorthand writer 
receiyes preference in advancement oyer almost any other class of employe. 

In your work, you will be in close touch with the heads of the con- 
cern that employs you, and if you have merit, it will be instantly recog- 
nized. You must, therefore, become inspired with the ambition to improve 
yourself in language, and in every other manner that will tend to impress 
your employer with your competency for a more responsible position. It is 
from the ranks of stenographers that the best correspondence dictators 
come. Ibny business houses, recognizing this fact, do not wish office 
help who do not understand stenography. 

Perfection in all things is an impossibility, but if your constant 
aim be to get within touching distance, you have an absolute certainty ot 
promotion. 

Increase your vocabulary. 

Expand your general knowledge. 

Strive continually for excellence. 

Take pride in the appearance of your machine. 

See that your typewriting is free from blemish. 

Become a thorough master of all this book contains. 

A workman is Judged by the condition of his tools— so will you be 
judged, by the condition of your typewriter. 

Habit to the stenographer is either a grievous misfortune or a great 
virtue. Habits are easily formed; exercise care in avoiding the tmfortun- 
ate ones and cultivate the meritorious. 

The typewrit let who strikes a letter on top of another, or x*s out 
words to remedy mistakes, in a short time comes to feel that it is quite 
a permissible thing. On the other hand, if he insists on not letting a 
blemish remain on his work, and uses the eraser wherever a fault appears 
or rewrites the page, he will come to look with contempt on any one guilty 
of slovenly habits in typewriting. 

When undergoing a test for a position, do not commence to make the 
transcript until you have examined the typewriter and put it in fit con- 
dition to do the work cleanly and accurately. If the type be dirty, you 
should clean them. See that the carriage does not stick. If it does, oil 
the machine. 

You should possess the ability to correct grammatical errors and to 
improve the construction of the dictation you receive. You should do this 
in an unassertive manner, lest the conceit of the dictator be hurt. Do 
not mention the alterations you make. 

BECOME EXPERT IS AIL SUBJECTS PERTAINING TO YOUR BUSINESS. 
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a certain contraction is adopted, use 
it throughout the docuaent* 

If you write "Armour Grain Co** and that 
naaiBi or the name of any other company, be used 
later in the eame document, contract the word 
Co. 



If it be spelled out in the first instance 
(fftiich is the better form), do so in all follow- 
ing cases. 

Do not contract the word Cosqpany when used 
without the rest of the title. 

In writing |700, or |700«00, or Seven Hun- 
dred Dollars, use the form first written in all 
other sums. 



In short, the style adopted in the forepart 
of a document must be continued throughout. The 
center-heads, sub-heads, side-heads, style of 
paragraphing, capitalization, contractions, dis- 
play, etc., must be exactly the same in form and 
style. 
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(1) COMPOSITION . 

This book l8 net intended as a treatise on composition. Points 
touching on that subject are giyen as a guide, and are merely results 
of observation during extended experience as a dictator of business 
correspondence, and criticism in class, as an instructor, of students* 
compositions. 

The following suggestions are adapted to the construction of 
letters or short articles: 

Get the subject fully in mind. 

Look for the unusual, pathetic, or dramatic—the point of greatest 

interest. Sxpound that; then, work out the details* 
l£ake the finish strong. 
l£ake the sentences short, without being abrupt. 

THKTT, ASK THB QUESTIONS: 
Is the meaning cXear or obscure? 
Is it ambiguous? 

Are the attractive points conspicuous? 
Are the sentences involved? 
Are they grammatical? 
Are the expressions forceful and polite? 
Are they elegant? 
Are they picturesque? 
Are they dignified? 

Are the principal points smothered in words? 
WHAT HCPRESSION WILL THE READKR RECEIVE? 



Avoid repetition of the same word, except for emphasis or dramatic 
effect, as it indicates a limited vocabulary. 

Avoid word->paddlng . 

Avoid the use of the first person. 

Avoid being pedantic; it is amateurish. The evidence of a first- 
class, educated writer, is the shading of simple words to present 
the exact thought. 

Avoid superfluous expressions. 

Avoid the use of words that fall to enhance the attractiveness of 
the composition. 

Avoid the use of foreign words. 

Avoid cheap slang. 

Avoid the style of others— be original and characteristic. 

Avoid long sentences. 

Avoid commencing a sentence with figures. 

Avoid preliminaries, such as: I thought I would take my pen In 
hand and drop you a few lines. 
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Always elotlie your expressions politely, whether they be friendly 
or otherwise. 

Deyelop the faculty of selecting the Impressiye points and make 
them most prominent. 

The Ideal conception is that which creates a mental picture » 
excites admiration and the desire of emulation^ and promotes thought. 

Do not injure your composition by an apology for its merit, oi* 
for the penmanship. If the work be faulty, it may not be noticed; if 
the faults be glaring, it is enough punishment for the reader to see 
them, without haying to read about them. 

Vhen through with your subject, STOP. 

Be brief , simple , direct, forceful , and attractive . 

(2) OBSERVATIOHS . 

A person worthy of your correspondence, is entitled to your best 
effort. 

A letter» slovenly written, is not complimentary to the receiver 
and is a reflection on the writer. 

A wordy letter is an annoyance to a busy man. 

An 111-spelled, ungrammatical letter is a confession of igno- 
rance. 

A correspondent who has nt^tr seen you, pictures you from your 
onmunlcat i ons • 

The best coinpositlon conveys the greatest thoughts in the fewest 
words. 

Words written in anger are succeeded by repentance. 

A courteous answer to an angry letter may make a good friend and 
an excellent customer. 

Truthfulness begets trustfulness; the combination means, perma- 
nent business success. 

The business man who is careful, prompt', and courteous in cor- 
respondence, can generally be depended on to fulfil his obligations 
thoroughly and promptly. 

The ideal business letter is free from finger marks, erasures, 
interlineations, or apparent alterations. It is perfect in form; 
neat and accurate; brief; easily read, and easily understood. 

A prompt reply to a letter means business; a tardy reply, loss 
of business. 

An anoMjipus letter , if not spiteful, treacherous, or cowardly i 
is foolish^^ 



(3) PARTS OT A LETTER . 



The form of a letter is divided Into six parts: (1) HEADIUG, 
containing name and business of the writer, address and date; (2) 
HAUB and ADDRESS. of the party to whom it is written; (3) SALUTATION, 
or greeting; (4) BODY, comprising the subject as a heading (if any)^ 
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and the natter divided into paragraphs; (5) CQICPLIXEHTARY CLOSIUG, 
showing the degree of cordiality; (6) SKBfATURB of the writer with 
official title, if any. 

(4) POSTSCRIPT . 

The postscript is not included in the above division. The addi- 
tion of after-thou^ts, as a rule, should he avoided. It is, however, 
a practice, adopted by many, as a means of emphasizing a point. The 
postscript is introduced by the initials, P.S* (postscript s written 
after), or, H.B. ( nota bene ■ mark well). 

(5) MARGIHS . 

These should be arranged approximately two-thirds on the left 
side and one-third on the right. The latter margin being irregular, 
it appears larger. 

The left-hand margin should never be less than three-quarters ot 
an inch, except on very narrow paper. 

it) IgPTERS OH PLAUT PAPER . 

When a letter is written on plain paper, the address of the 
sender may be written as shown in the following letters: 

Centered on the Date Line ( Best Pom) : 

223 Rlalto Building, 
Chicago, 111., Uarch 4th, 1903. 
F. C. Cunningham, Esq., 

IClnneapolis, ICinn. 
Dear §ir: 

Enclosed is carbon copy of deposition, re WRIGHT vs. JONES, 
taken before me on the 2nd Inst., also bill for fees, $25, which you 
.will please remit. 

Yours truly, 

Inclined to the Left ; 

153 La Salle Street, 

Chicago, Ill.^May 5th, 1903.. 
Uessrs. J. B. Nelson & Co. 

ICobile, Ala. 
Gentlemen : 

Enclosed find check for J150.00 in full payment of our 
indebtedness to you to date. 

We appreciate very much your prompt and efficient work 
in our behalf. 

Yours very truly. 
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In the Left-Hand Upper Comer ; With , or Without Same : 

C. PATERSOH* 
153 La Salle Street, 

CHICAGO. '"* Jebruary 18th, 1903. 

ICr* Alexander Vorthvood, 

180 S* Clinton St., Chicago. 
Dear Sir: 

Will you please have your representatiyis call at aboTe 
address tomorrow (Wednesday) forenoon? I wish to haTe an estimate 
for printing 50,000 additional catalogues. 

Yours Tery truly. 



At the End of Letter after Siggiature ; 

HEV YOPK, April SO, 1903. 
ICr. L. V. Fairchild, 

Milwaukee, Wis. 
Dear Sir: 

Your machinery catalogue and price-list came duly to hand, 
for which, thanks. 

Will you kindly give me the name and address of any firm 
using your concentrator in New York? I wish to see one in operation 
before placing an order. 

Your immediate reply will oblige. 

Very truly yours, 

JAKES G. DUDUEY, 

11 Duane Street, 

Hew York City. 

Write on one side of paper , unless otherwise required . 



<7) ^ USE 0£ MESSRS . 



Do not use ICessrs. in front of the name of a corporation, or a 
concern ha^ng a fancy title; as, Adams Express Company, Williamson 
lianuf ac tu^HKc ompany • 

The SH^Ltlon to such is, Gentlemen, not Dear Sirs. 



(8) COUMERCIAL &• 

Use this sign only in firm names, and in tabulation where it o6a 
not be spelled out. 



>»18>» CoaPTclal Corr^BPondenoe 

(9) y^^MB AHP ADDRK3S . 

The name end eddreee of the party to vhom a letter Is written 
should, ordinarily, be in two lines, unless the second would extend 
beyond the middle of the sheet. When the letter is short, it is 
better form to fill space, so, make three lines* 

In business and formal correspondence, the naaie and address 
should be written at the beginning of the letter, but, in a social 
letter, it may be placed at the end, on the left side margin, after 
the signature. 

A common method of instruction is to commence the name at the 
margin, indent the address five spaces, place the salutation at the 
edge, and the first paragraph exactly under the address. This giTca 
an exact rule, and is good, but the result is, sometimes, not pleas- 
ing, being too crowded. A better rule is to increase the five spades 
to ten.' 

Use your own good taste; be liberal in spacing, but not extraya* 
gant. Note the difference in the following examples: 

Ifessrs. James French & Co., - ~ 

Hinneapolis, Hinn. , ( Crowded ) 

Gentlemen : 

Your faTor of the 10th inst. received and noted. 



Hessrs. James French & Co., 

ICinneapolis, Xinn. ( Lines End Even ) 
Crcntlemen: 

Your favor of the 10th inst. received and noted. 



Mtfssrs. James French & Co., 

Hinneapolis, Xinn. ( Best Display ) 
Gentlemen: 

Your favor of the 10th inst. received and noted. 

(10) KAMB AND ADDRESS DISPLAY . , ' 

In some cases, especially in formal correspondence, the name, 
title, and address may occupy more than three lines. In such event, 
the lines may be single-spaced, the body of the leM»r being double- 
spaced. This, however, is a matter of taste. ^ 

In a single^spaced letter, a pleasing effect is produced by 
double-spacing on either side of the salutation, and between each 
paragraph. 

The use of ^full capitals .shown in the names and addresses under 
the heading "Subject of Letter** (No. 14), Is worthy of very careful 
attention. 
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(11) iirrTBR TO DgPARTinnrr majagkr . 

Ihen a letter is written having epeclal reference to a certain 
dej^rtment managed ty an employe or partner, a good form iv: 

ICessrs. Johnson & Company, 

Cleyeland, Ohio* 
ICr. William Stout. 
Dear Sir: 

We desire to bring to your notice the fact that goods 
we receive from your department are carelessly packed. So far, 
none have been damaged, but there is great danger of breakage* 

Yours very truly, 

(12) IgPTBR 0^ RECOiniBNDATIOg . 

A general letter of recommendation is addressed: To Whom it Ifay 
Concern. The name of the person reconmended is written on the envel- 
ope, which should remain unsealed. 

It may be in the form of a certificate beginning with: This is 
to Certify. 

Sxainple: 

CHICAGO, III.., May 5, 1903* 
TO VHOIC IT KAY COUCSBN: 

The bearer, MR. CORNELIUS NATHAN, has been in our employ 
for the past three years as Bookkeeper. His duties were per- 
formed with entire satisfaction to us. We regret losing him, 
as our books, under his charge, are in perfect condition, neat 
and accurate. His penmanship is of the ideal bus^ess style, 
thoroughly legible and uniform. 

He leaves our service to Improve his position and carries 
with him our best wishes. 

Yours respectfully, 

Z. L. FALKENBACH & CO. 

(13) RELICS . 

The following forms are relics of the period when typewriters 
were not in general use: 

lb*. William Jones, 
New^ork City. 

Dear Sir,— Your favor received fluid noted* 

Xr* William Jones, 
11 Broadway, 
'< ■ New York, N. Y. 

Dear Sir: --Your favor received and noted* 
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Kr. Villiaai Jones, 
Hew York. 
Dear Sir,— Your favor received and noted. 

The effort in these three exan^les is' to avoid having two con* 
secutive lines comnence at the same point. 

(14) SUBJECT or LKTTHR . 

There are several plans of writing this, but that adopted hy 
your employer should be followed, unless you can improve it to his 
satisfaction. The styles are usually adapted to the form of the 
letter-head. 

(Hote the different methods, in the following examples, of dlf* 
playing name, address, salutation, and dosing.) 

m CHICAGK), ILL., June 24, 1903. 

JOBSS vs. SICITH. 

ICr. James Thompson, « 

Denver, Colo. 
Dear Sir: 

Your favor of the 22nd Inst, received. 

We congratulate you on your successful handling of this 
case. Ihile Jones got judgment against our client, the smallness of 
the amount makes it, practically, a victory for us. 

Your fees will be paid ismediately on receipt of your bill 
by us* 

Very truly yours, 

SUILIYAN k BAIBD. 



CHICAGO, ILL., June 24, 1903. 

(Andrew Brown (colored), injured 
A. ?• DICKIHSOlir, BSq., near Pulton, June 9, 1903.) 

Louisville, Ky. 
Dear Sir: 

Preliminary report says: "Andrew Brown (colored), while 
"stealing a ride on train extra north, fell between cars approach* 
"ing Pulton, having right foot badly crushed* Brown states that he 
"was riding between the cars and was struck on the back with a lum^ 
"of coal, thrown by some unknown party, knocking him between the 
"oars. He was sent to his home, where his foot was anrputated by a 
"surgeon called by the authorities." 

It is not improbable, as time wears on, that Brown will 
clearly recollect that it was a brakeman, instead of some unknown 



Conmerclal Correspondence >>15. 



person, who struck him with a piece of coal« To cirisunnrent this, it 
would be well to see him at once and put him on record. 

Yours truly, 
{Preceding shoirs) ARTHUR SCHMIDT, 

(side quotation.) Chief Claim A^ent. 

CHICAGO, ILL., June 24, 1903. 
IRON, COAL & COKE COUPAKY, 

BRISTOL, TEznr. 
Gentlemen: 

...Quotation... 
We are in receipt of your valued inquiry of the 22nd for 
250 Pieces l/B" Tank Steel 
and take pleasure in offering this material at $2.75 per cwt«, 7.0.B« 
cars, your factory. 

Thanking you for the inquiry and await fllg your esteemed 
order, we are. 

Yours truly, 
(Item displayed.) 



CHICAGO, ILL., June 24, 1903. 
UESSRS. J.' D. THOlfPSOH & CO., 

riEIilVER, COLORADO. 
DEAR SIRS: 

JONES vs. SMITH. — Your esteemed favor of the 20th was duly 
received. Enclosed herewith is our check for |75.00 in full payment 
of your fees in this case. 

Kindly send us all papers so that we may have the coaQ>lete 
file in our possession. 

RESPECTFULLY YOURS, 



The capitalization of the subject in the body of a letter is 
very common, especially with insurance companies when they mention 
the name and number of policy. 

Dear Sir: 

We have Daily Report of Policy #1234, JAMES BROWN, covering 
$2,000 under General Perm, evidently issued in lieu of Policy #43210 
to be cancelled. We do not find any change in the wording of these 
contracts and are, therefore, at a loss to understand why substitu- 
tion has been made. 

Kindly explain. 

Yours truly. 
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tRien there are two or aore sobjeets in the one letter » use s 
sid6->head for each. 

. • • . MAwBJCT LgrfKH . • • • 
Gentlemen: 

IHBAT.— The market «bs dull today with a downward tendency. All 
futures closed with fractional losses* The figures of the Goremment 
Report are awaited with much interest and if it shows, as we antiei* 
pate, an increased acreage and higher conditions, we look for much 
lower prices* 

CORH.— This cereal ruled stronif and dosed with an advance of 
2 l/2 to 3 l/4c from the low point. Com is in the hands of the 
manipulators who haye the power to adrance or depress prices as they 
see fit. Legitimate conditions do not prerail, and we advise our 
friends to keep out of the com market for sariiile. 

OATS.— The demand for the deferred months shows considerable 
ImproYement, bfuied upon reports of replanting, necessary on account 
of the dry and cool weather in the southwest* 

FROVISIOHS.— Hog receipts are smaller and prices are within lOe 
of the hic^ price of last September. There is a good shipping in* 
quiry for product and the general tone of the market is firm, sug- 
gesting higher values all around* 

Yours truly, 

(15) SEPARATE IBTTBR POR EACH SUBJECT . 

A good plani adopted by many firms, is to write a separate let- 
ter for each subject, to the same party. The advantage is, that each 
letter goes to the department to which it relates and receives pron^t 
attention. If the subjects were all contained in one letter, it 
would probably have to pass through several hands before receiving 
complete attention. 

(16) COMPLIMENTARY CLOSING . 

Commence this about the middle of the line, being careful that 
it does not end immediately under the last letter on the jprecedizig 
line* 

Airaltlng your further favors, I am, 

Very truly yours, (Bad) 

Awaiting your further favors, I am. 

Very truly yours, (Correct) 

(17) CHOICE OP SALUTATION AHD CLOSING . 

The salutation and complimentary closing are, In some cases, 
selected with great care to convey the right degree of cordiality 
or affection. 
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In commercial correspondence, these, to a great extent, receive 
little attention. 

The following are those commonly used: 

SALUTATION 



Sir 

Dear Sir 
Dear Sirs 
Respected Sir 
Gentlemen 
Dear Friend 
Uy dear Sir 



Friend Brown ^ 
Uy dear Kr. Jones 
Reverend Sir 
Right Reverend Sir 
Very Reverend Sir 
Your Reverence 
Reverend Doctor 



Reverend ICother 

Reverend Sister 

Kadam 

Dear ICadam 

ICes dames 

ICiss 

Dear ICiss 



COMPLiyjHTARY CLOSING 



Yours 

Yours truly 
Truly yours 
Yours very truly 



Very truly yours 
Respectfully 
Respectfully yours 
Respectfully submitted 



Cordially yours 
Yours faithfully 
Yours sincerely 
Fraternally youi;6 



These may be intensified by expressions of formality or affec- 
tion. Included with the complimentary closings are such expr^sions 
as: 

With much esteem and kind wishes, I am, 

Wishing for you and your associates much prosperity, I am, 

Ifuch skill and diplomacy can be exercised in this cordial form; 
besides, it makes a graceful closing to a letter. 

Omit salutation in writing to a firm composed of ladies and 
gentlemen. 

jSir is a formal salutation and is used principally when address* 
Ing naval or military officers, government officials and dignitaries^ 
Also in writing to persons to whom the writer is unknown, or where 
there are strained relations. 

Honorable Sirs is used when addressing a corporate or legisla- 
tive body. 

Do not use Gents for Gentlemen. 

(18) STYLS IK FREHCH CORRBSPOHDBirCB . 

A lesson may be taken from the practice in French correspondence* 
Uore importance is attached to the closing sentence than to other 
parts of the letter, and much thought is given to its composition, 
as the degree of effusion is arranged to gauge the personal feeling 
to a nicety. It expresses respect to a superior, courtesy to an 
inferior, and politeness to everyone. Following are a few in order 
of intensity: 
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(a) I salute yon. 

(b) I hare tha honor of aaluting yon* 

(o) ilooopt wj slnoera (or aa^r) aalutatlon. 

(d) I bog you, sir, to aceapt my aineara aalutati^n. 

(a) ikvaitlng your anavar, I bog of you, daar sir, to racalra 

tha aasuranoa of my Tory distingulohad eonsidaration (or» 

of mj Tory raapaotful santlaonta). 

(19) 8I<aUTDia . 

Ukileas tha slgnatura ba long, it ahould ooHaenca about tha aid- 
die of tha oonpliaantary closing. The latter should, therefore, be 
written so there will be rooB on the paper for the aignature* 

The aignatura, ahen signed on the typewriter, should be in fttlX 
capitals s 

ikwaiting your further faTors, I an, 

Very truly yours, 

IBABK SIMPSOV. 

ikwaiting your further faTors, we are. 
Yours truly, 
AVGLO-AICBRICAV FROVISIOH CO. , 
Per J. D. 
. A signature shotild OTidenoe the pride of the writer in his num 
by being written as well as possible and perfectly legible. 

(20) SIQHArORB AMD TITLB . 

If the title be longer than the signature, center the name oa 
it: 

ALBERT GRBSHAM, 
Ghaiman of the House Comittee. 
If it be shorter: 

ALBERT aRBSHAM, Prest. (or) ALBERT GRESHAH, 

President* 
Sxample of double signature: 

Yours truly, 

ROBERT E. WOOiJiBUKY, 
Secretary and General Manager. 
By 



Comptroller. 
(21) SIGJATURE LIBBS . 

The underline mark is best. Periods or hyphens are often used. 

The putting of signature lines in legal documents is useful, aa 
it indicates where the signatures ahould be written and the number of 
persons who should sign. 

The signature line, at the end of a letter, is a reflection on 
the ability of the signer to write his name straic^t. 
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iS2) SPACB POR SIQHATURB . 

Be careful to leave enough space for signature between the com- 
plimentary closing and the title of the person signing the letter. 
Ihere there is plenty of room, use at least two double spaces. 

Vhen there are two or more signature lines, put at least two 
-spaces between them; three, preferably. 

<23) SBCOSD SHEBTS . 

The second and succeeding pages of a letter should be plain 
paper, or have the name of the firm printed in small type at the 
head, the paper being of the same size, color, and quality as the 
first sheet. 

The initials of the party addressed are written, with the folio 
xnaober, near the left margin at the top; as, H. B. & Co .-2; or, 
E S & Co-2. This sayes confusion and aids in preventing the wrong 
second sheets being mailed with a letter. 

The date may also be written at the top of the sheet near the 
rlgiht margin; as, 12/l5/03. 

•(24) HDUBgRIHG PAGES . 

Letters are usually numbered at the top of the page; other docu^ 
ments, at the bottom. It is safer, however, to folio at the top of 
the page, as more lines may, inadvertently, be written on one page 
than on another, leaving little or no room for the page number. 

iW JOTATIOH OT DICTATOR . 

As a matter of reference, the initials or name of the dictator 
are put at the bottom of the letter, on the left side; as, Die. H.S., 
or (Die. H.E.). 

So also the initials of the stenographer, preferably under those 
of the dictator, or in the same line^ separated by a hyphen; as, 
E.S.-A.B., or IWAB. 

<26) SIHGia SPACIHG . 

There is a strong feeling among business men against the single- 
spaced letter. It is well, therefore, to double space iinless the 
letter appear as if it would overrun two pages. Even in that event , 
only single space on request. 

Do not carry over the last two or three lines of a letter and 
make an additional page; rather single space a few lines at the 
bottom. 

Use your Judgment as to how much of the page the letter will 
4>ccupy. If there appears to be a chance of the matter overrunning,, 
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at tte bflciiBli«. even siflBl* spwiac tte mOdmrnm 

Tb* siscX^-spMttd letter, or Juiiint, i« enlivoMd by doabla 
specliic tetwMB pArvcFSftis. 

iZf) lOKlOSXlBMS . 

The nni«>er of enelceures to be mmdm is written et the end of 
the letter on tho left side; ss, Socl. 3. 

aiclosares should be folded inside of letters end wmj be at* 
tached to the top by netal clips. 

If there are sereral enclosures, thoy should be grouped in 
order and attached to letter. 

'28) SHORT LR'^'IitHS , 

It is not good style to hare a short letter crowded to the top 
of the page, neither does it look well to leare a great deal of space 
at the top and haye the letter crowded at the bottom. 

On a full sheet the short letter should be spaced liberally, the 
heading and closing occupying as aany lines as possible, consistent 
with c:od taste. The shole letter say be triple spaced. 

We are, we renin, or other introductions to the conpliaentary 
closing, nay be placed in lines by thei»elTes, indented 10 to 15 
spaces, to aid in spreading the letters. Otherwise, they ahouldbe 
run in with the preceding aatter. 

Half sheets are used, generally, for short letters. The writing 
is usually sin^e spaced, unless the letter be rery short. Letters 
on half sheets mst not orerrun to another page. 

(29) HARROW PiO'ER . 

Insert narrow paper in the laachine on the right-hand side, set 
the left laargin stop to the proper scale nunber, and arrange the oar- 
riage attachments so that the paper will be held tightly in place and 
80 space erenly* 

(30) ICSUSg OF TITLES . 

It is not an infrequent error to address a person, Vr* John 
Jones, Ssq., Col. m. Brown, Bsq. The double titles are absurd. 

This applies to Dr. John Jones, H.D. , but, Mrs. J. S. Brown, 
H.D., is permissible, it being necessary to distinguish the married, 
from the unmarried lady doctors. 

then a professional title is affixed to a name, the ordinary 
titles of courtesy must be eliminated. 

(ai) ojgssioy ^ se* £S #• 

omit Ho. or # on addresses: 153 La Salle Street. We know that. 
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153 Is a ntraber, so that using the sign is Bupsrfluous* Its onlsslon 
in many other cases before figures would te an Inprorenient* 

(32) PIGUKES BEGISHIHG SSSTMCISS * 

When a figure heglns a sentence, spell it out. A good dictator 
avoids oonmiencing a sentence in that manner* 

(33) PggCTUATIOH OF FIRST SESTSSCE . 

An uncertainty in form and punctuation has heen created hy use 
and hahit in modem correspondence. 

The introduction to a letter is, commonly, a reference to the 
communication heing answered, or to the subject that is being written 
about. TSote the following example and arguments: 

Referring to your favor of recent date, I wish to state that the 
matter in dispute is under consideration. 

nie marks of punctuation that may be correctly used after the 
esqpression underlined, are: The conmia, colon, period, or period and 
dash. 

The expression may be regarded as a catch line, or €ts a notation 
of reference, meaning: This is in reference to your favor of recent 
date. In that case it may be followed by the period, and the follow* 
ing matter conmience a new paragraph. 

It may be regarded as equivalent to: The following is my answer 
to your favor of recent date. Then it may be followed by a colon. 

It may be regarded as a sidehead and be followed by the period 
and dash. 

Or, it may be regarded as having close connection with that 
which follows, and as it does not constitute a complete thought (of 
complete sentence), it may be followed by the cooma. 

Ihen the introduction makes a complete sentence, it should be 
80 punctuated. 

IVhen it does not msUce a complete sentence (as in the foregoing 
example), the simplest form is preferable, using the comma. 

However, the most general form is, using the period without 
regard to whether it makes complete sense or not, and running the 
following matter in on the same line. 

This must not be confused with such cases as: Your favor at 
hand in which you state, etc. In answer to your recent favor w» 
wish to inform you, etc. 

(34) FOLDIgG LETTERS . 

Fold the ordinary size of letter by bringing the bottom to with- 
in a quarter of an inch from the top margin, then make two folds the 
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other vay 00 tlmt the width And length of the folded letter will 
eqoAlly fit the enrelope. 

Por official emrelopee aeke two folds lengthwise, so that the 
folded letter will be aboot half-an-ineh narrower than the eorel^a. 

Short letterheads, if they need folding froa the hottOB, should 
not he folded wore than is necessary to fit the enrelopes then, two 
folds the other wsy, as in fta.1 letterheads* 

(35) POSTAL CARDS . 

To typewrite neatly on a postal card, it aost be held tightly 
in place by the attachments proridod on the waohine. 

Hold the card fimly with the thnab shile spacing for each line* 

As it is uncertain how mch of the card will be corered by the 
writing, cart should be exercised so that the letter, or aessage, 
will go on the card; also, that the watter will not be crowded to the 
top or bottom* 

If the same matter has to be written on a noaiber of cards, it is 
well to typewrite it first on a piece of paper, then the exact space 
. to be corered will be known. 

Place a piece of paper on top of the card, run the tfanmb nail 
around the edge, and there will be a diagram of the exact space with- 
in which the matter is to be written. This saves ruling or cutting 
a piece of paper to the exact size. 

(36) BACKIHQ 8HBBT . 

To protect the typewriter roller, a sheet of hearyi strong paper 
should be inserted in the machine with the sheet to be written on* 
This aids in preserring the roller; also, in the event of the roller 
being in bad condition, the writing is much improved in appearance* 

The rollers of machines in colleges should have a thin sheet of 
paper around each, pasted at the end* This is a measure of protec- 
tion against the careless student who always forgets to use a backing 
sheet* 
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<37) ggLAHATIOiy . 

These are the separation of the topics, or thoughts, in conqposi- 
tion, not closely connected, T>y coanencing each on a new line, the 
first line being indented. 

In typesetting, this indentation is usually an em quod; in pen- 
manship, ahout half -an- inch; in typewriting, five to ten spaces • 

<38) APPEARAHCB ASP EMPHASIS . 

This separation not only enhances the appearance of the page and 
amices the reading more intelligible, hut adds en^hasis to the differ- 
ent items* 

A letter, or a full page of any matter, not paragraphed, does 
not look well; it appears too solid. On the other hand, the cooibin- 
ation of very small and very large paragraphs, on the same page, is 
not pleasing. An effort should he made toward uniformity in size. 

Sentences, closely related shotild not, ordinarily, he separated, 
in this manner, unless the object be to eBQihasize each point. This 
plan of emphasis is adopted largely in advertising matter and has 
proven effective. 

It is bad form to carry over the last line of a paragra^i to 
the next page. Carry over at least two lines. 

<39) DODBLB>SPACED PARACHUPHS . 

The paragraphs in single-spaced matter can be separated with 
advantage by a double space. 

<40) nmgNTATIOHS , 

Indent all paragraphs either five or ten spaces from the margin, 
so that they will be regular. Ihere the lines are short, five 'spaces 
are preferable. 

A good form, especially in letters, is to indent the first para- 
graph 10 spaces, and all of the following paragraphs five spaces. 

<4i) CLosnTQ sjaiTjaicjg . 

Closing sentences,' such as the following, should oonmence nev 
paragraphs: 

Awaiting your further favors, Z am, 

Trusting you will give this your attention, we art$ 
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(42) BRWriTY, 

Tb» gr«at InerMse in corr«»pond«io« handled Ijy larga coBB»roial 
houses since the stenogra]]ber becsM so pronounced a necessity, has 
changed the style and aanneriflt of letter writing until the most 
acceptahle business letter, to the sender and receirer, is the one 
that corers the point clearly with the greatest hrerity. The adran- 
tage is the earing of tine for the dictator, the stenographer, end 
the person addressed* 

The canposition of letters has thus hecojae rery wneh like that 
of the telegraa, all words not necessary to oosrey the exact neaning 
being discarded* 

The etenographer has added his quota to this tiae-saring epirit, 
and whererer possible dispenses with the use of punctuation Barks and 
capitals* 

(43) HO eAxmjaiOM gr closihg * 

In Tiew of the. foregoing, perhaps the time may not be f ar die- 
tant when eren the salutation and coinpllmentary closing of business 
letters will be left off, and the letter appear in fom, and the 
coBiposition be, like the telegram* 

It certainly seems to many as a farce that a letter should oom^ 
menoe with Dear Sir, and end with Yours very truly, when the sender 
and receirer know there is no sentiment of affection between them; 
that the object of the letter is purely mercenary, and possibly, a 
feeling of antagonism is the most pronounced sentiment they hare for 
each other* 

Of course, those parts of a letter are regarded as maxics of 
courtesy, made necessary by habit* 

(44) KHVHLOPB APDRBSSES t ETC* 

The following styles are in daily use and many of them should be 
adopted by the busy stenograjther* 

^ddrese— Ho Punctuation * Ifr H B Williams 

15 S ICadison St 

Chicago 111 
Address of Two Lines* " Saves Spacing * 

D lioArthur Sr Bsq Capt J D Adams Ifr ▼ Keith Jr 

Jamestown H J> Buffalo H Y ixauth Kinn 



Perfection Saorifleed to Speed 



C46) ABBRB7IATI0gS WITHOOT POTCTPATIOg , 

These may be written in lover-oase letters or capitals, with or 
wit]%out period at «nd— no space between letters. 

TK. , pm., JOC*, am.; COD*, cod. (collect on delivery); oif. or 
ofi. (oost, insurance and f rsi^tj pronounced as one word, cif ) ; 
cafe, (cost and freight east; pronounced as one word); fob. (fre« on 
board; pronounced as one word); lcl« (less than carload); RFH., rpm. 
(rerolutions per minute)'; pA (prlTiite tenns). 

The period is dropped after: 10 bu, 8 qts, 5 ft 10 in, 8o, 
inst, ult, prox, and similar contractions. 

Per centum is commozily written, percent, without a period at the 
end or a space between. 

Ordinal endings on figures are dropped in dates; as, On December 
20 we wrote you. Horeniber 25, 1903. 

In railroad work, where the names of roads are almost invariably 
indicated by initials, it is common to leave off punctuation marks: 
C B & ^ BR, L S & M By. Contrast these with, C, B. & Q. R.B. , 
L. S. AH* S. By«, and note the saving in effort. BR is not spaced, 
being the abbreviation of a compound word. 

(46) 7SLBGRJCPBIQ LBTTBRS . 

Slanguage peculiar to telegrams is used, in letters, to a great 
extent by those lAose business necessitates a liberal use of the 
wires. The articles, conjunctions, prepositions, and other parts or 
speech, are eliminated, lAere their absence would not impair the 
sense. The following letter exemplifies this: 

Dear Sirs: 

Hote sale today your account to John Boyd & Co., 
60,000 bu Chicago 2 Bye, now City Elevator, Buffalo, 2 l/4o 
over Chicago Ifay, cif. Buffalo, 10 days* free storage, sub- 
ject buyers* inspector *s approval in elevator Buffalo. 

Tours truly^ 

The Same Letter in Ordinary Dlctioj^. 

Dear Sirs: 

We note sale today for your account to Messrs. 
John Boyd & Company, of 60,000 bu., of Chicago 9*0. 2 Bye, 
now In the City KLevator, Buffalo, H. Y., at 2 l/4/ over 
the price of the Chicago Say future, c.i.f . Buffalo; 10 
days* free storage allowed. 

This sale is subject to the approval of the 
buyers* inspector in the elevator at Buffalo, S. T* 
Yours very truly, 
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(47) KTUTAHT . 

POST SM HOOSTOV, TIU8, ttqr.7. 1903. 

Tb» CB—niHm G^iwrmlt (Tbroni^ Killtarj Ghaimels) 

D&pKrtmmat of Taas, 

San Antonlc, T«bu. 
Sir: 

Z lmr« tha honor to report tliat, is ec^pliaaeo with instruotioa 
oontained in Paragraph 3, Special Order Ve.49 Current Seriea, Head- 
qyartere Departaent of California, Z left Port Sen Hoaaton on the 2nd 
day of Wajf 1903, and proceeded to Port GalTeoton» teiaa» ataere Z 
arrived on the 4th of the oaae month, and aade a thoroo^ isreetigit* 
tion of the aanitary conditions at that post, as set forth in letter 
of the Post Surgeon of April 29th, 1903. 

The situation vas found to be substantially as outlined, and it 
is beliered that the post affords facilities for rectifying the ssit- 
ters coaiplained of. 

Very respectfully. 

Major and Quartexvaster, 
U. 8* Amy. 



ST. PADL, 

2he CoBBianding Officer, 

Port Snelling, Hinn. 
Sir: 

In Tiev of the oonteniplated departure of the Pirst Battalion, 
Twenty-fourth Infantry, for the Philippine Islands, the Ifajor-Oeneral 
connanding the Department directs that you make a careful, personal 
inspection of that battalion, and forward report of same to these 
Headquarters at the earliest poseible date* 

He also directs that you cause the Poet Surgeon to make a criti- 
cal inspection of the men with a view to the selection for garrison 
duty of those who may be incapacitated for tropical service • 

The report of the surgeon will be forwarded direct to the Chief 
Surgeon of the Department* 

Very respectfully, 

Captain, 25th Infantry, 

Antg* Adjt.-Oenl. 

(The following style of complimentary closing is rarely used 
in either military, naval, or formal correspondence: Z am, sir, 
your most obedient servant*) 
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(48) BOARD OF TRA33E , 

Messrs. Eeenleyslde & Co., 

London, Ont* 
Qentlemen: 

We enclose, you herewith bill for 80 tierces Yellow Grease 
amounting to |1,127.92, for which we will make draft on you tomorrow 
with full details. 

▼e are sending you a sample of Brown Grease; price, 3 3/4* 
Same is not oyerplentiful in this market at the present time* On 
receipt of sample, let us know if you can use a carload* If so, we 
will do our best to get it for you* 

Yours respectfully, 
Indianapolis Abattoir Co., 

Indianapolis, Ind. 
Gentlemen : 

We have an Inquiry for a oar of Oleo Oil and wish to know- 
if you are ready to offer any* 

Do you know anything about the titre test of your Tallow? 
We believe you make pretty fair Tallow and would be glad of offerings 
at euiy time of Greases that you may have* 

Hoping to hear from you on receipt of this, we are, 
Yours very truly, 
Ifr* T* W* Williams, 

Macon, 111* 
Dear Sir: 

On your telegraphic order I have put stop*loss on short 
October Com at 39 l/2c* 

The wheat market today broke on liberal receipts at Chicago 
and the late September liquidation* On any further break, nheat will 
be a purchase* 

The com market is in the hands of the bull leader and he 
xaay or may not put the market up after tomorrow. I would be careful 
not to get hurt on the short side, but would sell a little on the 
bulges • 

Bespectfully yours, 
Mr* John M. Rutherford, 

Rochelle, 111* 
' Dear Sir: 

Enclosed find memo* P/s of 10,000 bu. September Wheat sold 
at 73 7/d and 10,000 bu* October purchased at 74 3/4c, which was the 
best spread I could make. 

The last of the September liquidation broke our market a 
little today but I hope to see a renewal of the export demand on this 
decline » 

We will know more about September Com after the next few 
days* It certainly did not look very strong today, although it held 
up well, considering the weakness in Wheat and Oats* 

Yours truly. 



Charaoterl»tle Lettem 



Ifr. C. ▼• Bardvoll, 

Lorenso, 111* 
Dear 81r: 

XncloBed find aoeoont 0al« ear of Oats #59849 ahowlng net 
proceeds of |245.53« together with oheok for |120.53, eaae heiog 
balance due you after deducting aaount of your draft for |125« 

Trusting you will find ererything eatiefaotoryt we are. 
Tours Yery truly, 
Hon* C* P* WangfiTf 

House of Representatiyes, 

Ikshington, D* C* 
8ir: 

I beg to adviee you that the Board of Trade of the City of 
Chicago is in favor of ianediately reporting upon the bill "To 
enlarge the jurisdiction and power of the Inter-State Comaerce 
Commissicn,* H« R* 15592, introduced December 3rd last* 

Te consider that business interests of the country generally 
doiand that the Inter-State Comerce Conmission should hare the 
power which this bill contemplates and should possess. 

Yours truly. 
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Hess rs. Henry Kellogg & Co., 

Hew York City. 
Gentlemen: 

Replying to your favor of the 29th ult. in regard to liaple 
Syrup, we wish to state that we are only handling one grade of liaple 
this year, which is absolutely pure sap goods in original paclcages* 
Te can sell these at flO per dozen for gallons. In case your trada 
wish smaller sized cans, we will repack same at the following prices: 
Half gallons, |5.50; quarter gallons, #3 .25. 

These prices are 7.O.B. Chicago, but if they are shipped 
with a carload of Com Syrup, we will stand the freight charges. 

We are not putting up any bottled Maple. Are sending you 
a sample of Syrup by mail today* 

Truly yours, 
Ifr* S. Y. Sriokson, 

Ihiladelphia, Pa. 
Dear Sir: 

Regarding our Syrup market, I wish to call your attention 
to the condition as it now exists. 

There has been a rumor afloat for the past week or two, 
which has not been contradicted, to my knowledge, that the aiucose 
Refining Co* has absorbed the United States Sugar Refinery of Wau- 
kegan, 111., in which case it will probably become one of the group 
belonging to the Glucose Trust. 

At present, the price of Syrup is based upon a very closa 
margin with the price of Glucose and Com, and it does not seem 
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probable that there will he any lower prices uxaess there Is a de- 
cline In the price of Com, which good judges do not look for until 
a new crop is secured* 

The Tin Can industry has gone into a trust, like almost 
everything else, and they have already advanced the price of cans 
40X« As contracts for 0€uis now in existence, esqpire July 1st, after 
that day the price o^T cans must cut q:uite a figure, adding to the 
price of Syrup. 

In view of the foregoing, it may he possible that you wish 
to anticipate your wants. Ve think it wise that you should do so. 

Truly yours, 

(50) RAILROiO) . 

Ifr. Iba* Reiger, Conductor, 

c/o H. R. Dill, Supt,, 

Preeport, 111. 
Dear Sir: 

Referring to your favor of the 27th Inst. Ihile I am aware 
that a suit by William Thompson is pending in Copiah County, based 
on an alleged violent ejection from a train, Uarch 15th last, the 
suit pending in Pilce County is based upon false imprisonment and 
Involves no personal injury* It, therefore, does not fall within 
my department. Por that resison I am disinclined to take it up. 

I think each suit should be settled independently of ther 
other. As he is a man of many suits, it may be questioned iriiether 
he has good cause in either. 

Yours truly, 
George A* Henshaw, XSaq., 

Cartervllle, 111. 
D^ar Sir: 

I .have your letter of the 2nd Inst, referring tc John 
Brown, Injured at Carterville, between 1st and 5th of December, aad 
died about Pebruaury 1st, 190^. 

Will you kindly advise whether by December you mean Decem- 
ber, 1902; and further, do you allege this man*iras struck by a train? 
If notf by what means did he come to his death? 

Your reply upon these points will facilitate an inquiry, 
which I will press forward as rapidly as possible. 

Yours truly, 
Hon. Martin A. Knapp, 

Inter-State Conanerce Commission, 
Washington, D. C. 
Dear Sir: 

In line with another letter addressed to you this day, I 
beg to enclose herewith copy of proceedings of two meetings held in 
St. Louis last week. These are the only records that have been pre- 
pared of the aforesaid meetings, and thoae have not yet been sent to 
members, although they are expected to go out tonight. 
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The other neetlng held referred to a pass s^reement for tlie 
ensuing year, and a copy of these proceedings will be forwarded to 
you as soon as they are on file. 

Tours trulyt 

(51) KLBCTRIC , 

]fr« Jasper Rorton, 

Kenqphis, Tenn. 
Dear Sir: 

We have your favor of August 6th, with reference to the 
neter tvhloh you sent to us for repairs* After the same was over- 
hauled, we found that it ran 50 r.p.m* on full load. This is oor- 
reot speed. We did not test it before overhauling, therefore, we 
are not 'in a position to say whether it was fast or slow at the 
time it was received by us. 

Yours respectfully, 
Ifr. S. a. Winkler, 

Ifacedonia, la. 
Dear Sir: 

In reply to your favor of the 27th, with reference to A 60 
General Electric alternator, would say, that we have esquressed to 
you a ten^late of bolt holes in bed-plate, whioth will show the rela- 
tive position of bolt holes and center line of pulley. 

We would suggest that instead of having an iron pulley 
covered for this machine,- which would necessarily increase its diam- 
eter to 13 l/Z", you use a paper pulley made by the Rookwood Co. of 
Indianapolis. These pulleys are highly reccnmended for their non- 
slipping qualities, being guareuiteed to transmit more power than 
either covered or wood. 

We have a pulley in stock of this make, 13" in diameter, 
10" face, which we could furnish with machine. Advise us if you 
wish it. 

Yours very truly, 
ICichaels Kfg. Co., 

Boston, Mass. 
Gentlemen: 

We have your favor of July 30th, regarding the ampere meter 
which we furnished with the dynamo recently shipped to you. We tested 
this instrument before it left our works, and it was found to be cor- 
rect in every particular. It may have been damaged in shipping* 

A highly efficient 16 c.p. lamp would take about l/2 ampere 
per lamp, but most lamps take about 60 watts, which figures 6/lO am* 
peres per lamp. This fact alone would cause the difference in the 
^ amperes. It may also be possible that you have some 32 c.p. lamps 
on your circuit, which would take over one ampere each. 

Kindly look into this matter, and if you find that the * 
fault is with the instrument, return it and we will replace it* 

Yours truly. 



++++ 

+++++++++++++++++++++++++++++++++++t+++++++++ 
++++ :;:::::::::?::::: 
-¥■¥'¥* :: EHVBLOPBS : 
++++ ::::::::::::::::: 
+++++++++++++++++++++++++++++++++++++++++++++ 



• •31«« 



(52) CARELESSHBS3 , 

Two Bouroes of aggravation to an eniployer are, the return of 
letters In wrongly addressed envelopes and the enclosure of letters 
In wrong envelopes. 

You oannot be too careful in avoiding this evidence ot care* 
lessness^ 



(53) SUPERSCRIPTigg , 

Address the envelope Iby writing the first line in the middle, 
and indent each line the same nomher of spaces as the preceding onSt 
so that, if a straight oblique line be drawn, it will touch the first 
letter on each line* 

Hake the indentations such that, if possible, the lines will not 
end even* 

If the address has more than three lines, the first will, of 
course, have to be written above the middle, but do not place it 
Higher than is absolutely necessary* 



(54) JSXMtPLH . 



Return in 5 Days 

IKd* Prank, 

Sterling, 111, 



Stamp 



James Thompson, Esq., 

Philadelphia, 



Pa. 



Box 146. 



The address on envelopes should not be less than three lines, 
idien .possible, the state being "writt en in a line by itself. 

^It is an advantage to the postal employes ta have the state, ox 
• town and state, prominent. With this in view^ these may be written 
in full capitals. 



V 



(55) KltrUKB APDRESS . 

This ln«ar»0 the ^rnrly retvm of a letter that falls to reaeh 
Its destination. It Is ordinarily written, or printed. In the upper 
left-hand comer of the enrolope. (See exaaple on preceding page.) 

It nay be written across the end of the enrelope. 

(56) SPBCIAL DDfflCTIOre . 

Vhen County, Poet Office Box, Personal, IisBedlate, c/o, or any 
other special direction Is put on an enrelope, It should bi placed in 
the left-hand, botton comer, lower than the last line of address* 

The street nay be written there, but the better fom Is between 
the nane and the city* 

If a letter be sent care of anyone, that nane nay be placed 
Innedlately after the name of the party addressed, but the better 
form Is to write It In the left-hand, bottom comer, provided there 
Is no other special direction* 

(57) LETTER OT IJTROIKJCTIOH . 

The enrelope for a letter of Introduction should be addressed to 
whom it is written, in the regular manner, with the nane of the per- 
son introduced In the left-hand comer: Introducing Mr. P. A* Cook* 

(58) LARGE BHVELOPBS . 

Write address in full capitals on large enrelopes, putting two 
spaces between each word and three spaces between each line* 

(59) CITY * 

The postal authorities request that the nane of the place be 
written on the envelope instead of the word City* 

If the word City be written on an address, put a space between 
each letter: 

ICessrs* Harris, Gates & Co*, 

Board of Trade Building, 
City. 

(60) BHVELOPB POlirCTUATIOH * 

Note the punctuation on the exaioples* 

A comma should be placed at the end of each line, except the 
last, which has a period. 

If the name be followed by a title, separate them by a coBBia: 
Prank Brown, Jr*, IC*!)., William Carr, Esq., John Strong, Agent* 

But do not separate them if the title precede the name: Br* J* 
X* Williamson, Ifr* John Johnson, Agent John Strong* 

Put a period after every abbreviation* 
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<6i) ixnr'T8 > 

]>o not use ^ for c/o. 

Do not curtail addresfiAB on onrelopes. Letters are thttt l06a 
llaUe to mlsoarry, and they reoelye prcoipter delivery. 

Bo not abbreviate the names of oitles, especially on envelopes. 

Do not forget that the envelope is of eq^al importance to the 
enclosure, for if it be addressed so that it does not reach its 
destination, the enclosure does not accomplish its purpose* 

Do not use an envelope different in color t6 the letter paper* 

<62) iS ODDITY . 

The following is an original style of addressing envelopes, the 
chief merit being its oddity. 

Mr* R. A. Dyer, 
110 Dearborn St., 
Chicago, 
111. 
<63) PUTTING EMVBLOPE IN MACHISE . 

Envelopes should be inserted so that the attachments will hold 
them firmly to the cylinder. 

If the envelope be allowed to sag in the middle, the address 
will not be clean. 

(64) ADDRBSSIgg . 

So that the address may be neither too hi£^ nor too low on the 
envelope, the operator must gauge, by some part of the mechanism of 
typewriter, how far the envelope should be inserted. A little prac«> 
tice will make perfect in this. 

Ordinarily, the envelope should be inserted \mtil the lower edge 
is Just visible, then the name will be about the center. 

<65) De ASD Le IV IfAllES . 

Ihen IConsieur, liadataie, or a title precedes de or du, use a small 
d, but when Mr. or ICrs. precedes, use a capital D: IConsieur de Witte, 
Mr. De Witte, IConsieur le Due, ICr. Le Due. Separate by spaces. 

(66) HOITORABLB . 

This title is prefixed in addressing members of legislative 
" bodies, mayors. Judges, and government officials in high positions. 
The President of the United States and Crovemors of States are 
Addressed as. His Isoellenoy. 
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(67) VAIOT G£ ACCURACY . 

Lagal dooumentfl, sore than any other, shoiad be free from era-^ 
•urea and alterations. The prime feature of such dociments is to 
■ake the intent and meaning absolutely free from the possibility of 
■isoonstruction. or the olaim of dishonest alteration* 

(68) 7EAJURSS OF STYLE . 

Stimbers and suns of money should always be spelled out, with 
initial ospitals on the latter, and repeated in figures within paron* 
theses. 

The names of parties to an agreement, or the party nwlflng an 
affidavit, etc., should, when first named, be written in full oaps« 
The adrantage of this is that the documents, and the parties in 
interest, oan be recognised at a glance. 

The title or introduction should be In full caps; as, THIS 
IHDEHTUHB, THIS AQREEEIfSBT, etc.; so also, the introduction to the 
different items on new paragraphs; as, IT IS FOHTEBR AGREED, TO HAVK 
AKD TO HOLD, IV WITHBSS 1HSBE07, etc. 

The word VITHESSETH coming after the first paragraph oontainine. 
the title and names of parties to an agreement, sho\ild be placed in 
a line by itself, indented five spaces from the left margin, and be 
in full caps, prefersbly with a space between each letter^ followed, 
by a colon. Indent all paragraphs 10 spaces. 
% Oitations should he indented and single spaced. 

Capitalize the names of courts. 

Double-space all legal documents, unless otherwise instructed,, 
and be liberal in spacing headings. 

(69) PAPBR WITH MARGIHAI ROLIHG . 

Paper with marginal rulings for typewriting is being used less 
every year. Vhen writing on such paper, care must be exercisied to 
keep the writing well within the lines. If the paper is not put Intc^ 
the machine perfectly straight, the writing at the lower part of the 
page will be much nearer the marginal line than that at the top, and 
may go beyond it. 

Place the marginal stops of the machine so that the writing wllX 
be at least three spaces within the left line and two spaces within 
the right* 



A knowledge of the forms shown in the following examples will 
fit a stenographer for work in a law office. 
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<70) PATJfflTS > HDMBBRBD LDIBS * 

1 APPUCATKMT JOR PAMT 

2 

3 on 

4 

5 MB T AL AMD MOOD CO V B R I M Q 

6 

7 

8 TO THB GOMMISSIOgER OP PATBBTS : 
9 

10 BE IT KKOWV, That I, WALTER I* HALL, of Chicago, Cook 

11 County, Illinois , have Invented certain new and useful finprore- 

12 nents In Metal and Mood Covering, and I do hereby declare that 

13 the following is a clear, full, and exact description of the 

14 Invention, which will enable others skilled in the art to which 

15 it appertains to make and use the saaie* 

16 The invention relates to certain improvements in Metal and 

17 Mood Covering. 

18 The object of the invention is to secure a compound with 

19 different ingredients lAiloh will produce a firm, metallc cover- 

20 ing for wood or Iron, which will be capable of being polished 

21 or readily cleaned, 

22 The invention consists In the proper mixture of certain 

23 proportions of Aluminum ground fine, Varnish, Metallc Alcohol, 

24 and Spirits of Turpentine • 

25 In preparing the Metal and Mood Covering, the alcohol is 

26 mixed with the varnish, the turpentine with the ground aluminom, 

27 and then all mixed together, 

28 The mixture may then be spread on wood or iron, which may 

29 be either hot or cold, In one, two, or three ooats, as it is 

30 desirable. When dry, it can then be polished. 

31 Mhat I claim Is: 

32 The cuforementloned Metal and Mood Covering containing in* 

33 gredlents in substantially the proportions following: 

34 One-flfth Yamlsh, One-fifth Metal Alcohol, Two-fifths 

35 Spirits of Turpentine, and One-fifth Ground Aluminum. 

36 IN TESTIMONY That I claim the foregoing as my own inven- 

37 tion, I affix my signature in the presence of two witnesses. 

38 Dated at Chicago,- Illinois, thi s d ay 

39 o f , A.D. 

40 

41 

42 '-^ 

43 W itness . 
44 

45 Wl t ne ss • 
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STATE OF ILLIHOIS, ) 

:-ee. 

COOMTY 07 COCK. ) 

I, WALTER I. HALL of the City of Cliicago, Cook County, Illinois, 
being duly ewom, on oath declare and verily heliere nyeelf to be the 
original and first Inrentor of the conqpound called the "Metal and 
Wood Corering," for which I this day auJce application for a patent 
on, and that I do not know, and do not beliere, that the same was 
ever before known or used, and that I am a eitiaen of the United 
States of America. 



Subscribed and sworn to before me, ) 
this ^day of , A.D. . ) 



Notary Public in and for Cook County, 111* 

(71) JTOOMEKT HOTB . 

1500.00 CHICAOO, ILL., _, 190 . 

THREE MOUTHS after date, for ralue receired, I promise to pay to 
the order of JOBS H« PARKER, the sum of Jire Hundred (|500.00) Dol- 
lars, at his office in Chicago, with interest at the rate of six per 
centum per annum after maturity \mtil paid. Both principal and in* 
terest are payable in gold coin of the Uialted States of America, of 
the present standard of weight and fineness. 

And to secure the payment of said anonnt I hereby authorize, 
irrevocably, any attorney of any Court of Record, to appear for me in 
such Court, in term time or vacation, at any time herecufter, and con<» 
fees a Judgment, without process, in favor of the holder of this 
note, for such amount as may appear to be unpaid thereon, together 
with costs, and Ten (flO.OO) Dollars attorney's fees, and to waive 
and release all errors which may intervene in any sudh proceedings, 
and consent to ianedlate execution upon such judgment, hereby ratify- 
ing and confirming all that my said attorney may do by virtue there* 
of. 

Ho. _______^_____— 

(72) HOTICE OT PROTEST OP HOTE . 



STATE OP ixxnrois, )_gj,^ 
County of Cook. ) 



CHICAGO, IIX.,. 



Mk*. Robert McLean, 

Oiicago, 111. 
Sir: 

A promissory note for Three Hundred Dollars (|300.00), dated 
JUly 10, 1903, payable to John Martin, signed by David Ellas, and 
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endorsed ty Robert IfcLean and C, E« Uarshall, being this day due and 
unpaid, and by me PROTESTED for non-payment, I hereby notify you that 
the payment thereof' has been duly demanded, and that the holder looks 
to you for payment, damages. Interest, and costs. 
Done at the request of John ICartln. 

CLAY 7ISHER, 

Kotary Public, 
(73) WARRANTY DEED , 

THIS lyPEHTURE . Made and entered into this 
25th day of August, A.D, 1903, by and betireen JOHI L, TRICE, first 
party, and GEORGE BENEDICT, second party, both of the City of Chi- 
cago, Cook County, Illinois, 

VITHESSETH ; 

That the said first party, in consideration of the sum of 
Twenty Thousand Dollars (|20, 000.00) to him in hand paid, receipt of 
which he hereby acknowledges, has sold, and by these presents does 
grant and convey to the said second party, his heirs, successors and 
assigns, all that tract or parcel of land, situate in the City of 
Chicago, Cook County, Illinois, to-wit.: Lots numbered Twenty (20) 
and Twenty-one (21) in the original plat of the said City of Chicago, 

WITH THE APPURTENANCES, and all the estate, title and 
interest therein of the said first party; and the said JOHN L, PRICE 
does hereby covenant and agree to and with the said second party, his 
heirs and assigns, that the premises thus conyeyed in the quiet and 
peaceful possession of the said second party, his heirs and assigns, 
he will forever warrant and defend £igainst any person whomsoerer law- 
fully claiming the same or any part thereof, 

IN WITNESS WHEREOF, The first party has hereunto set his 
hand and seal the day and year first above written, 

(SEAL) 



STATE OP ILLINOIS, ) 

)-S8, 

COUNTY OP COOK, ) 

On the 25th day of August, A.D, 1903, personally appeared 
before me JOHN L, PRICE, to me known to be the same person described 
in and who executed the within instnttient, and acknowledged that he 
executed the same. 



Notary Public. 
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(74) BXAKPLE OF CITATIOHS . 

• • • B R I B y • • • 

I. 
CHARTER-ICBASURB OF POWERS. 

A eorpormtion is not m natural, but an artificial person— a 
creature of the law— and has such powers and capacities only as a^9 
conferred by law, and cannot hold, use, or dispose of property as a 
natural person. 

Chicago Gas Light Co* vs« People's Gas Light Co., 
121 111., 530. 

C, B. ft q. R.R. Co. TS. City of Chicago, 149 111., 457. 

Thomas ts. R.R. Co., 101 U. S., 71. 

Pierce on Railroads, 160. 

L. E. ft ▼. R.R. Co. TS. Scott, 132 .Ill.» 429-436. 

People vs. ^tchinson, 172 111., 486. 

A corporation, being a creature of the law with limited powers 
and capacities, and without authority to act beyond the express 
language of its charter fairly interpreted, does not stand in the 
coomon relation of an adjoining proprietor. 

Woodbury vs. Beverly, 153 Ifass., 245. 

Hartshorn vs. Worcester, 113 Mass., 111-114. 

Ball vs. Ray, 8 L. R. , Ch. 470. 

C. ft V. W. Ry. Co. TS. Cicero, 157 111., 53. 

Charter provisions when intended and designed for the protection 
of private rights are mandatory and not merely directory, and, like 
all remedial statutes, should be beneficially and liberally construed 
and 80 as to remedy the evil intended. 

Bloodgood vs. Uohawk ft H. Ry. Co., 18 Vend., 9. 

Bobell vs. C, B. & q., 39 Mich., 286. 

II. 
COHTRACT. 

A charter is a contract made by the state on belialf of the state 
and also (so far as it assumes to deal with the property of citizens) 
on behalf of such persons as may be affected by reason of the exer- 
cise of the charter, privileges, and power, and when accepted by the 
company, the rights thus established become a contract of binding 
force and cannot be disregarded. 

Dartmouth College vs. Woodward, 4 Wheat., 518. 
1 Lewis, 2nd Edition, p. 577, Sec. 246. 
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(75) AFFIDAVIT . 

STATE OP IIXIKOIS, ) 

:-88« IH TEE SUPERIOR COURT OlP COOK COUBTY. 
COUHTY OP COCK. ) 

March Term, A»D# 190 • 



) 

SAHOEL UcIHTYRB, ) 

Plaintiff, ) Gen. Ho. 345678. 
vs. ) 

DONALD PRASER, ) Term Ho. 9013. 
Defendant. ) 



WILLIAK UcIFTYRE, being first duly sworn, deposes and says 
that &e is the brother of the said plaintiff, and is now living with 
him in the house in controversy in said cause; that he has lived in 
said house for a period of about one year and is familiar with the 
condition of said house; that the roof of said house leaks hadly; 
that hy standing in the garret of said house the light can he seen 
through different places in the roof; that he has been in the garret 
of said house during rain storms and observed the roof; that the same 
leaks in various places, not only around the chimneys, but al.so near 
the ridge pole, and at different places in the angles of the said 
roof; that it has been necessary to place pans and vessels in the 
garret to catch water which leaks through the said roof during rain 
storms; that the> roof of the kitchen, or one*story extension, also 
leaks, the water coming through the ceiling of said kitchen near the 
Junction of the roof of the said kitchen with the rear wall of the 
said house. 

Further affiant saith not. 



Subscribed and sworn to before me, ) 

) 
this d ay of March, A.D. 190 . ) 



Notary Public, 
In and for said County and State* 



I 
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(76) HPLICAyiOg TO MtSWOt. 



8tat« of lUlAolB, ) 

x-ss. IV THB SDPSRIOB OODRI 07 COOK COOHTY* 
Cook County. ) 

April Ttm, A.D. 190 . 



ARTBDR L. KKfMOHD, 

CoB^lalnant, :: 

T8. n CHAVCIEFT. 

JAXBS A. ORAVXS, 

Daf oxidant* 



Tbo BXPLICATIOH of ARTHOR L, RAYICOHD. Complainant » 

To tho AVSVSB of JAXBS A. ORAVBS, Dofondant. 

THIS REPLIAHT, saying and resenring to hinuBolf now, and at 
all times hereafter, all and all manner of benefit and advantage ot 
oxoeption iihioh may be had or taken to the mandLf old insoffioienoles 
of the said answer of the said defendant, for replioation thereunto 
says: 

That he will aver, maintain, and prove his Bill of Com- 
plaint to he true, certain, and sufficient in the law, to he an- 
swered unto; and, that the said answer of the said defendant is. 
also uncertain, untrue, and insufficient to he replied un^o hy this 
repliant without this; that any other matter or thing whatsoeyer, 
in the said answer contained, material or effectual in the law to 
he replied unto, and not herein and hereby well and sufficiently 
replied unto, confessed and ayoided, traversed, or denied, is true. 

All which matters and things this repliant is ready to 
ayer, maintain, and prove, as this honorable Court shall direct, 
and he humbly prays, as in and by his said Bill he has already 
prayed. 



Solicitor for Complainant. 
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rSSCm ALL MBT BY THESE PRBSBHTS ; ^'^^ «^\^ 

XHAZ IB, JQHH JOHBS, as principal, and THOICAS TOZ, 7RANK 
SLY, and CABL VELCH, as sureties, all of the County of Blank, and 
State of Illinois, are held and firmly hound unto the People of the 
State of Illinois^ in the penal sum of Ten Thousand Dollars ((10,000) 
current money of the United States of America, for the payment of 
which, well and truly to he made, we hind ourselves, each of us, our 
heilrs, executors and administrators* and each of them, firmly by 
these presents. 

SIGHED with our hands, and sealed with our seals, this 
Sixth day of Hovemher, A.D. 

THE COIIDITIOH OP THE ABOVE BOliD is such, that if the ahove 
.honden John Jones shall faithfully perform all the dutlefi required^ 
or to he required, of him hy law, as Sheriff of the said County of 
Blank, then this obligation to be yoid; otherwise, to remain in full 
force and Tirtue* 



r 


Seal 


7 




/ 


Seal 


/ 




/ 


Seal 


/ 




/ 


Seal 


J 



STATE 07 ILLnrOIS, ) 

o— SS. 
COUHTY OP BLAMK. ) 



I, DAKIEL STRONG, a Justice of the Peace, in and for said 
County and State, do hereby .certify that John Jones, as principal^ 
Thomas Pox, Prank Sly, and Carl Welch, as sureties, each personally 
known to me to be tjie same persons whose names are subscribed to the 
foregoing instrument, appeared before me this day in person and 
acknowledged that they signed, sealed and delivered said instrument 
as their free and voluntary act, for the uses and purposes therein 
set forth* 

GI7EH under my hand and seal this Pifteenth day of Vovem- 
ber, A*D« 



Justice of the Peace. 
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STATS OF nXIVOIS, ) 

0— SS. 

CODBTY 07 BLANK. ) 

I, JOmr JGSBSf do eoleianly swear that I will support the 
Constitution of the United States and the Constitution of the State 
of Illinois, and that I will faithfully discharge the duties of the 
office of Sheriff of Blank Co\inty, according to the best of my abil- 
ity. 



Taken and Subscribed before me, ) 
this d ay of November • ) 



Notary Public. 



(78) BILL OP SAia . 



KNOW ALL MEN BY THESB PRBSENTS . That I, WILBUR JACKSON of 
the City of Chicago, County of Cook and State of Illinois, party of 
the first part, in consideration of the sum of One Thousand Dollars 
(|1,000.00) to me in hand paid by ANDHSW STELLICAN of Chicago, County 
and State aforesaid, patty of the second part, the receipt of which 
is hereby acknowledged, have bargained and sold, and by these pres- 
ents grant and convey unto the said party of the second part all of 
the resources of my late business conducted and carried. on at 1234 
Madison Street, Chicago, Illinois, under the name and style of Vilbur 
Jackson Compainy, said resources being fully set forth in annexed in« 
Tentory of Resources and Liabilities, this conveyance being subject 
to the party of the second part assuming all the liabilities of said 
business^ 

TO HAVE AND TO HOLD the Same unto the said second party and 
his legal representatives forever. 

The said party of the first part hereby covenants and agrees 
to and with the said party of the second part that he is possessed of 
the full right and title to the property herein conveyed, emd that he 
will warrant and defend the same in the quiet and peaceful possession 
of the said party of the second part against the lawful claims of all 
persons whomsoever. 

IN WITNESS WHBREOP, I have hereunto set my hand thi s 
day of March, A#P. . 



Legal iratt^r 
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(79) SHORT PORK OY WILL. 



Know AIL loss BY THBSB PRBSBMT8 ; 

That 1 9 THOUAS SHAAD, Iforchant, of the City of Ghleai^Oy 
County of Cook and State of Illinois, being of sound and disposing 
mind and memory, do Jierehy meike, publish and declare this to be my 
Last Will and Testament, revoking all wills heretofore by me made* 

FIRdT, —After all my just and lawful debts shall have bttn 
paid, I give, devise and bequeath the residue and remainder of the 
estate of which I may die possessed, real, personal, or mixed, to my 
beloved wife, EAROARET A« SHAAD, should she survive ma. 

SECOHD.— In the event of my said wife, Margaret A* Shaad, 
ilying before me, I give, devise and bequeath all the estate of which 
I may die possessed, after my just and lawful debts shall have been 
paid, to my son JOHN SHAAD. 

THIRD*— I hereby appoint my said wife' (in the' evei^t of her 
surviving me) as executrix of this my Last Vill and Testament; but, 
in the event of her dying before me, I appoint my said son, John 
Shaad, as executor in her stead, and direct that no bond shall be 
required from either in the administration of my said estate. 

IH WITSBSS IHSRBOT, I, the above-named testator, have here« 
unto set my hsuid and seal, this Twenty-sixth day of April, in the 
year of our Lord^ One Thousi^d Nine Hundred and Three* 



SXAL 



The said Thomas Shaad, at said City 
of Chicago, Illinois, on said 26th day of 
April, A.D. 1903, signed and sealed this 
instrument and published and declared the 
same as and for his Last Vill and Testa- 
ment in our presence; and we, at his re- 
q:ues1e9 and in his presence, and in the 
presence of each other, have hereunto 
signed our names as subscribing witnesses* 
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(80) yont ov AORKatan . 

THIS AaRXBKKHT, Hade and entered into this 20tli day of 
Ootol)er, A.D. 1903, by and between SAWTSL GILBXRT,. party of tlie first 
part, and HBHRY 8« COVBR, party of the eeoond part, both of the City 
of Ghioago, Cook County, Illinois, 
WITHXSSXIH: 

That the said party of the first part, by these presents, 
hereby leases to the said party of the aecond part, who acoepts the 
sane space in the store-room leased by said first party from Thooas 
flttith, in his* building, corner of Br^wn -and Green Streets in said 
City, that is to say, sufficient space necessary to properly show 
and display the merchant tailoring stock of said first party, with 
the necessary tables, mirrors, and chairs, together with the exclus- 
iTe use of the southwesterly window facing -on Brown Street, and free 
egress and ingress to said premises from Green Street » and also a 
room or space, of sufficient siae, in the rear portion of said store 
in which the said party of the second part and his employes may main- 
tain a workroom; this agreement to be binding for one year from the 
date hereof* 

IN CQNSUSSRATIOV of the foregoing, the said first party 
shall receive one-half (l/2) of all the net profits accruing from 
the sale of clothing sold by the said second party* 

IT IS AGBEED by the parties hereto that the labor on all 
clothing manufactured shall not exceed the following: ,^ach Sack 
Suit, |7.50 to Ill.OO; each Prock Suit, |8«50 to tl2.50; each 0\rer- 
coat, 17.00 to 412.00; each pair of Pants, tl«25 to |2«00. 

IT IS 7UBTSSR AGREED, that said first party shall furnish 
Janitor senrice for all of said premises, and that said second party 
shall hare full charge and control of the premises sublet to him, and 
the business therein conducted, and shall not be obliged to account 
to said first party for any profits arising from repair or cleaning 
work, and the said first party shall bind himaelf not to handle or 
deal in merchant tailoring, or take orders for same without, the writ* 
ten consent of the said second party* 

IT IS 7UHTHER ASREKD, that said second party shall keep 
true and correct books of said merchant tailoring business, and on 
the first day of each month, oommenoing with' Voreinber 1st, 1903, 
submit the same to the inspection of said first party^ and the second 
party shall, on each such first day of the month, well and truly pay 
said first party his share of the aforesaid profits* 

IS WITHBSS VHSRE07, the parties hereto have signed their 
names and affixed their seals the day and year first abore written* 
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(81) VISCSLLMJSBOOS BESIGHS . 

In legal documents fancy or fantastic designs are not appropri- 
ate, ^e sisqplest of the forms hereunder are test* The captions 
should he double spaced, and the names written in full capitals • 



WIILIiOC PRATT, ) 

Plaintiff, ) 

▼s. ) 

TRAmC BUCKLEY, ) 

Defendant. ) 



WllXIiOC PRATT, et al. 

Plaintiffs, 
vs. 
THQICAS BUCKLEY-, 

Defendant • 
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THB TORMB shown li«rein are used in the Chicago oourts. Ihile 
different localities rary in minor details, these should prore a 
sufficient guide. 

(82) TRAHSCRIPTigg . 

The reporter, in nany districts, corrects the grasnatical con<- 
struction of the testimony, does not record arguments, and merely 
notes objections to a question or an answer, with the ruling of the 
court, and the exception taken, if any. 

I This, in other districts, is considered as giring the reporter 
too much latitude; that such transcript of testimony is neither a 
true nor a oonqplete record of the proceedings; that such license, 
through inadrertance or otherwise, is a possible menace to the lnter-> 
ests of the parties to a suit. The reporter is, therefore, required 
to give an exact reproduction of the proceedings, including all argu* 
ments, remarks, and inaccuracies of speech. 

(83) TITLES OT PARTIBS TO A SUIT . 

Titles Tary according to the character of the suit. In ordinary 
cases, they are. Plaintiff and Defendant; in Contest of Election, or 
Contest of a Will, Contestant and Contestee; in Probate of Vllls, 
Proponent and Contestant; in Habeas Corpus, Relator and Defendant; 
in Condemnation Suits, Petitioner and Respondent; in Criminal Cases, > 
the People, or State, or Coimonwealth and Defendant; Proof of Heir* 
ship, the Heirs and Estate; in Courts of Appeal, i^pellant and 
Appellee; etc. 

(84) caaasRAi dbtails . 

Matter should be double-spaced. 

There are three methods of arranging the transcription of inter- 
rogatories and answers: 

(1) Each may conmence a new line. 

(2) The answer, if brief, may be run in on the same line as 

the question; if not, it may coonience a new line. 

(3) The answer is always run In with the question* 
The second is the most approved form. 

The Q and A may be arranged in column, -clear of the testimony 
proper, or indented in regular paragra]>h form. (See different styles 
under "Example of Testimony.") 

It is better to drop the period after Q and A, as they cure dls* 
astrous to the typewriter roller, and their elimination not only 
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saves time, but enlaces the appearance of the work. Put two spaces 
after the Q and A and at least four spaces after the question where 
the answer is run in on the same line* 

notations of exhibits and objections are usually kept separate 
from the interrogatories and answers by indentation. Some reporters 
carry ererything to the margin, but the former plan makes muoh better 
display and is a conrenience to the attorney is making up his bill of 
exceptions, and for reference. 

Side remarks and arguments are carried tc the margin and intro- 
duced by the name or title of the speaker in full capitals. 

In some districts, a synopsis of the objection with the result 
is sufficient. Bacasiple: 

Q At what time do you thlnX he reached Gordon Street? 

Which question was objected to by the counsel for 
the defendant as immaterial, irrevelant, and incompetent, 
and calling for a conclusion; which objection was over- 
ruled by the court, to which ruling of the court the 
defendant by his counsel then and there duly excepted. 
Or, 
Objected to as immaterial, irreyelant, and incom- 
petent. Objection overruled. Exception. 
Vrite cross-examination, re-direct examination, re-cross examin- 
ation, etc., in full capitals in the center of the line with the name 
of the examining attorney inmedlately under; as, 

CROSS EXAXIHATION 
' BY MR. DIHEEET. 
The end of each party's evidence is noted by the expression: 
The plaintiff (or defendant) here rested. 

The end of the day^s proceedings, provided the evidence is not 
all in, is noted by: Court here adjourned to meet again at 10 o'clock 
A.X. of the following day (or give date). 

The Introduction to the following day's evidence Is: 

Hovember 23, 1903. 
Court met pursuant to adjournment at 10 o'clock A.M. 
The heading used at the beginning of the first day's proceedings 
is not repeated on those of the following days. 

The testimony of a witness whose evidence was not completed when 
court adjourned, is introduced, as follows: 
The Direct Examination of 

WILLIAlf KVOWLBS 
was resomed by Mr. Price, as follows: 

(85) HEADIHQS AJSTD IHTROPaCTIOH TO TESTIMOHY. 

The introduction to records of testimony varies in different 
courts. The examples on the following pages are given as a general 
guide. 

The exaotple shown under side-head No. 91 must, of course, show 
whether the case has been tried by a Court sitting in Chancery, or on 
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the Coomon Lnr side; also, whether the oaae has been tried with or 
without a Jury. Before a Jury, it is called a trial; without a Jury, 
it is a hearing. 

Ihen a Judge frosi another district presides, this faot is noted 
in the introdttotion; as. Before his Honor, John Blank, sitting as 
judge of said Court. 

Be oareful about the tens date. The terns of courts oomence at \ 
different dates, not always on the first day of the month. | 

A certificate of eridence is sometimes called for. This is 
written immediately after the title of the case. Such a certificate 
is necessary in diroroe cases. In form, it is, as follows: 

csRTivicATS or x^roBncB. 

I, John Blank, Judge of said Court, in Chancery sitting, do 
hereby certify that heretofore, towit, on th e d ay of July, A.D. 
1903, being one of the days of said tens of said Court, this case 
csme on for hearing before me, on the pleas heretofore filed herein* 

The Judge signs on the last page of the eridence. 

(86) CRIlCnrAL COURT . 

STATE OP ILLIHOIS, ) 

:-S8« IH THB CRIXIKAL CODRT 07 COOK COOBTY. 
COUBTY 07 COOK. ) 

Horember Term, A.D* 1903. . 

THB PBOIUI "") 
07 THB STATE 07 IXLIBOIS ) 

▼8^ ) TORGBSRy. 

JOHH T. SHBRKAH. _) ^ 

BILL 07 BICKPTIOBB . 

Be it remeobered, that heretofore, towit, on the 23rd day of 
Bovember, A.D. 1903, being one of the days of said term of aaXd, 
Court, before his Honor, John Blank, sitting as one of the Judges 
of said Court, and a Jury, this cause came on for trial upon the 
indictment heretofore found herein, the defendant having entered a 
plea of HOT GUILTY. J 

APPEARAHCBS: 

UR. JOHH PRICB, for the People. 

BR. WILLIAK IfERCHAHT, for the Defendant. 

And thereupon, the People, to maintain the Issues on their part» 
introduced the following efidenoe, towit: 

JOHHCOUOLE, 
a witness called on behalf of the People, being first duly sworn, was 
examined in chle^ by Mr. Price, and testified, as follows: 
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<e7) COROIIBR'S lUfttlBST . 

8TATE 07 7LLIV0IS, ) 



COOK COTJHTY. 



) 



BZFORE THIS COROHSR 07 COOK COUNTY* 



IKqUEST ON THE BODY 

07 

JOHN SMITH. 

The following is a tranBcript of the testimony taken hefore 
Coroner John Blank, and a Jury, on the body of the ahove named 
deceased, at 100 Name Street, Chicago, Illinois, October 13th, 1903, 
at 10 o'clock A.K. 

JOHN SCRIBE, Reporter. 

THEODORE HARRISON, 
a witness called by the Coroner, being first duly sworn, was examined 
by the Coroner and testified, as follows: 

{88) JUSTICE COURT , 



STATE 07 ILLINOIS, ) 
COUNTY 07 COOK. ) 



-8S. 



IN THE TOWN 07 DESFLAINBS. 



HARVEY J* CARR, 

Plaintiff, 
vs. 
JAXES THOMPSON, 

Defendant . 



Before 



STANLEY J. ANDERSON, 

Justice of the Pea6d« 



Proceedings' had on the 10th day of November, A.D. 1903, In the 
above entitled cause. 

MR. CLARENCE H. JENISON, 

Appearing for the Plaintiff. 
MR. RUSSELL 7. HENDERSON > 

Appearing for the Defendant. 

HARVEY J. CARR, 
the plaintiff herein, called as a witness in his own behalf, being 
first duly sworn, was examined in chief by Mr. Jenison and testlfiedy 
aa follows: 
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(89) HASTKR IJ CHiUICKRY . 

State of IllinoiB, ),f^^^ 
County of Cook* ) 



IH TKS CIRCUIT COOBT 07 COCK COOBTir. 



CHARLBS T* WILSBR, 








Plaintiff, 




Oen. Ho* 23456. 




TS. 








JAXBS C. U0RRI80H, 




Term Vo« 789* 




Defendant • 









Prooeedings had and eridence taken in the aboye entitled causeV 
before John Blank, one of the liaaters in Chancery of said Court, in 
his office, Room No. 1222, 300 Waahington Street, City of Chicago, 
County and State aforesaid, at the hour of 10 o'clock A.]f«, on the 
23rd day of October, A.D. 1903, pursuant to an order of reference 
entered in said cause, and due notice glren. 

MR. H3SHRY J* HARRIS, Appearing for the Plaintiff. 

HR. HARRY B. VIHCSHT, Appearing for the Defendant. 
And thereupon, the plaintiff, to maintain the issues on hla 
part, introduced the following OTidenoe, towit: 

(90) imaSX. PAGE FOR TESTIKOHY . 



STATE 07 ILLINOIS, ) 



COUNTY 07 COOK. 



) 



Plaintiff, 



Defendant • 



Date 



Witness 


Direct 
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Cross 


R.D. 
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<QI) BXAMPEB OT TBSTIMDHT . 



8TATB OF ILLIVOIS, ) 
COOHTY OP COOK, ) 



•00 • IV THS CIBCUIT COOBT OF COCK CO0STY« 
VoTOOibtr Tarn, A«])« 1903* 



GHABLBS K. HARRIS, 

Plaintiff, 

T8. 

HENRY C* ORKOfT, et al, 

Defendants* 



Oen. Ho« 23406 • 
Tarn Ho* 890* 



BILL OF ISCCBPTIOHB , 

Be it remenibered that heretofore, towit, en the 2l0t day of 
Horember, A.D* 1903, being one of the days of. aaid term of said 
Court, before his Honor, Sari Lewis, one of the Judges of said Court, 
sitting on the Conmon Law sdde thereof, without a Jury (a Jury having 
been waired by the Counsel for the respeotlTe parties), this case 
•came on for hearing upon the pleas heretofore filed herein* 

HR* HBRICAH C* CHASS, 

Appearing for the Plaint if t* 

HR. HARRISON B* SANBORN, 

Appearing for the Defendants* 

And thereupon, the plaintiff, to maintain the issues on hi8 
^rt, introduced the following eridencei towit: 

JOHHSXITH 

a witness called on behalf of the plaintiff, being first duly mronit 
was examined in chief by Xr* Chase, and testifiedt as follows: 

Q Ihat is your name? A Jtltm Smith* 

Q Ihez^e do you live? A At 947 St. Charles Street, Chicago* 

Q Ihat is your business? A Hardware business* 

Q Where is your place of business? A Dearborn Street. 

Q Do you know the defendant Henry C* Green? A Yes, sir* 

^ How long have you known him? A About 10 years* 



.S2>. Court TtBtimony 



Q Did he deal with you In your busintss on Dearborn Street? 

A Yes, sir. 

q Do you know his general reputation as a business nan? 

A Well— 

THB COURT: Q Yes or no? A Yes, sir* 

MR, CHASB: q lias it good or bad? A Bad. 

Q In what respect? A He was not prompt in meOcing ]>ayiiient8« 

Q Anything else? A I don't know. 

Q Does he owe you any money? A Hot much. 

Q Have you tried to collect it? A Yes, sir. 

Q Ihy have you not succeeded in getting payment? 

A At first he put me off from time to time, but when I insisted oa 

his paying me, he denied the debt. 
q, Do you know his reputation as being a man of violent tenqper? 
A Only what I have heard* 

Q That is what reputation is. Ihat is it? A Bad. 
q, Do you know of any specific oase nherein he showed his bad temper? 
A Ihat is the question? 

(Q^estlon read.) 
A Not to my knowledge. 
HR. CHASE: That is all. 

CROSS-XXAKIVATION 

BY MR. SASBORN. 

(Note different arrangement • > 

Q. Do you know this gentleman here? A. Yes, sir. 

Q. What is his name? A. Mr. Bryant. 

Q. When did you see him last? A. About three weeks ago. 

Q. At his house? A. Yes, sir. 

Q. Did you have a talk with him about lb*. Green? A. Yes, sir. 

Q. Did you tell Mr. Bryant that Green's reputation was all right, 
and that you wouldn't say a word against him? A. No, sir. 

Q. Did you not say that? A. I don't believe I did. 

(^. State what you did say? A. I told him that my business exper- 
ience with him had been altogether unsatisfactory; that he was not a man. 
whose word could be relied upon. 

q. Is that all you said? A. I don't remember anything else In 
particular. We Just gossiped about him. 

Q. Then you didn't say to Ur. Bryant that Green's reputation was 
all right, or that you did not know anything against him? A. No, sir; 
not to my knowledge. 

Q. Did you not say anything complimentary about him during your con- 
versation? A. I may have said that the business he was engaged in would, 
try any man's temper and that he might otherwise have been all right. 

Q. Was there anyone besides you and Mr. Bryant present when you had 
that conversation? A. No, sir. 
MR. SANBORN: That is all. 
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(:: DISPLAY :: HEADINGS ::) 

(92) IgTRODUCTOHY . 

A careful examinittion of the isany different styles of headings 
shown throughout this hook will give all the Instruction necessary 
tinder this heading, and enahle the ordinary person to do equally as 
good work as demonstrated herein. 

( 95 ) OKDSR 07 VROVISMCE * 

Study the natter to he displayed, decide which Is the line of 
greatest Importance and make It the most prominent. Grade the others 
from that In order of ralue. 

When words have spaces hetween each letter, put three spaces 
between the words. Ihenerer posslhle, write at least one display 
line In that manner. 

Put catch lines In small letters; as, the, of the, at, for, etc. 
' The tendency Is to hare headings bunched and cramped. Be gener- 
ous In spacing, but arc Id the extreme. 

Two display lines of the same length should not come together 
directly under each other. 

(94) CEMTJJHIHG LIMES . 

To center a display line, count the number of spaces the line 
will occupy, subtract that from the number of spaces on the scale. 
Half of the spaces remaining represents the nuniber on the scale to 
conmence writing the line. In other words. If there are 16 spaces 
In the line to be written, and your scale Is 72, there remain 56 . 
spaces to be disposed of on both sides of the line; the half of that 
(18) Is the point to commence writing. 

(95) IH COLOR . 

The contrast of red and black Is effective. Principal lines of 
headings can be made In red, or any other color, by placing a piece 
of carbon paper, or ribbon, of the desired color over the typewriter 
ribbon on the machine. Stenographers who frequently have occasion to 
do color work, put two ribbons of the desired colors on the machines. 

Do not spoil the effect by writing too msmy lines In bright 
colors. 

It has become quite a common practice to emphasize expressions in 
commercial documents and letters by writing them in red. 

Marginal notations, side-heads, and principal center-heads In 
the body of a document are pleasing and effective in red. 
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(M) OTxatRLnrKB . 

Ihan undArllning words, keep turning the ribbon and the line 
will be eren. If this is not done, the line is liable to appear 
notched or irregular* 

The principal display lines may be underlined in red. In somft 
cases this is preferable to writing the words in color. 

'(07) DI8PLAYIHQ JROM MAHUSCRIPT . 

This gives great scope for the exercise of much good taste and 
ingenuity. The writer of the manuscript, in most cases, does not 
Icnow how a heading should be arranged, and often, throu£^ ignorance, 
will show, on his copy, the least important lines more prominent than 
^the principal heading. 

It is not necessary to punctuate at the end of display lines. 

The manuscript on this page is a reproduction of a heading as 
giren on the copy to be typewritten, followed by the result. 




The Following Shows 

T H B CORRESPOgDEgTS 

of 

CHICAGO B A y K S 

In the Principal Cities of the United States 

Ihere an Outside Bank has more than one 
Chicago Correspondent only one is giren 



ATLANTA, GEORGIA . 

Name of Bank. Chicago Correspondent. 

American Trust & Banking Co.. . .National Bank of Illinois. 

Atlanta Trust & Banking Co American Trust & Sayings Bank. 

Capital City Bsuik American Exchange National Bank. 

Jforchants' Bank of Atlanta. ... .ICerchants* Loan and Trust Co* 

Etc. 
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<98) mBGIgAL HOTATIOH . 

I RBQTTLATIOHS 

I 

Q0Y8RHIHQ T H B T R A D B I H HOPS 

Viigiht of 7IRdT.— It shall 1)e the rule that a bale of hops shall 
a Bale. wel^ not less than one hundred serenty-flTe (175) nor more 
than two hundred (200) pounds; but the tender of delivery 
of any lot of hops on a sale or a contract, areraging one 
hundred eighty^flre (185) pounds to one hundred ninety-five 
(195) pounds shall be deemed a conpllance with this rule* 

I Saolcing. SBCOHD.— The sacking of hops shall not weigh more than 

twenty-four (24) ounces per yard and seven (7) pounds shall 

' be deducted from the weight of each bale as tare; and any 

additional weic^t of sacking, or any extraneous natter, 
shall be considered as irregular, and the seller be liable 
to the purchaser for such exoess. 

I Marks on THIRD.— Bach and every bale of hops must be marked 

Bale. with the grower's name or initisils, and the name of the 
State where the hops have been raised, and the year pro- 
\ duoed. 

<99) mmUITKD HOTATIOH . 
I 

Plugged or The said Inspector, and all persons inspecting grain 
Scoured under his direction, shall in no case make the grade of 
Grain the grain above that of the poorest quality found in any 

lot of grain inspected, when it has evidently been plugged 
or otherwise iaqproperly loaded, for the purpose of deception* Iheat 
lAiloh has been subjected to scouring, or to some process equivalent 
thereto, shall not be graded higher than Ho* 2* 

Attempt All persons employed in the inspection of grain shall 
at promptly report to the C3ilef Inspector, in writing, all 
Traud attempts to defraud the system of grain inspection estab- 
lished by law, and all Instances where warehousemen shall 
deliver, or attempt to deliver, grain of a lower grade than that 
called for by the warehouse receipt* 

<100) SPBCIPICATIOH 8IDEHBADS * 

These are best arranged In the manner of the nuiaber^d sldeheads 
throughout this book* 
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;i6l) BY»LA1S. 



The heading of eaoh group of sootiona ehoold be in fall oaps 
and the number in Roaan notation; ae, ARIICIJI I.| ARTICIB X\nil«t 

iorricLB XX., etc. 

The Bubject of the artiole is either placed as a center sub* 
head, a oarginal notation, or an indented notation* 

In natter that is dirlded into numbered sections, spell oat 
the first and contract the following; as. Section 1, Se.o« 2, Sec* Z 

If the natter be single- spaced, triple-space between the dif* 
ferent Articles, and double-space between the Sections* 

Condensed Xzasiple: 

C0H8TITUTI01 and BY -LAf8 

of the 

MASTKR STKAM BOILBR MAKBBS ' ASSOCIATIOH 

Adopted . April 19th . 1902 * 



ARTICLE I. 

ITAldt* Section 1. The title-name of our Association, for the 
present, will be the Xaster Steam Boiler Makers* Association. 

SEAL* Sec. 2* The seal and emblem of the Association will be the 
original Watt boiler. 

OFFICE. Sec* 3. The office of its executive or managing body shall 

be permanently located in the City of Chicago, in the State of 
Illinois, U. S. A., at such place as the EKecutiye Board shall 
designate. 

A R T I C I E II. 

Id^TINGS. Section 1. The objects of the Master Steam Boiler Makers' 
Association are to promote its interest by means of meetings for 
readings of papers and discussions of practical methods of the 
science of boiler, tank, and generator construction, and the 
power and use of steam. 

EVENING Sec. 2. Establishing in Chicago and other large cities 
TECHNICAL throughout the world evening technical schools for: 
SCHOOLS* (a) Mechanical drawings. 

(b) Testing all manufactures of Interest to the trade. 

(c) Technical instructions. 
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ARTICLE III. 
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Section !• The officers of the ABSoeiation shall consist 
of the President 9 Vice-Presidents Secretary, and Treasurer. 

Sec. 2. The term of the present officers shall expire in 
six months from date of election, or the first regular meeting 
after August 8th, 1902, at nhich time the election of officers 
will take place. Said officers to hold office for a period of 
two years thereafter. 



A R T I C L B IV. 



.PHKSrDBWT. Section 1. The President shall preside at all meetings, 
and shall be invested with all adminlstratiye authority. He 
shall appoint all committees and boards, and shall hare general 
Buperintendency of the Association. ' 

Vies- Sec. 2* The Vice-President shall preside at all regular 
PBSSimSHT .meetings in the absence of the President. In the event of death 
or other occurrence necessitating the absence of the President, 
shall perform all duties incuinbent upon the President i^il an 
election shall be held. 

SJKKETARy. Sec* 3. The Secretary shall take and report the proceed- 
ings of all meetings. He shall attest all official documents 
and perform such other duties as the laws of the Association 
require. 

TRBASDRER. Sec. 4. The Treasurer shall receive and safely keep all 

moneys belonging to the Association, and pay out no money except 
as authorized by the President in writing. He shall perform 
such other duties as shall be prescribed by law. 
Stc, etc. 

ORDER OP BUSIIDBSS. 



1 Roll Call of Officers 9 

2 Minutes of Previous ICeeting 10 

3 Reading Communications 11 

4 ITames of New Members 12 

5 Secretary's Report 13 

6 Treasurer's Report 14 

7 Old Business 15 

8 Reports of Committees 16 



Consideration of New Business 
Reading and Discussion of Papers 
Subjects for Next Meeting 
Report of Boiler Sbqplosions 
Report of Members Unemployed 
Positions Vacant 
Report on Library Matters 
Subjects for Journal 
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-•-- POXTRY -•-- 





Rerorse and Indent about two spaoos ttait linos of poetry that rhymm 
(or ought to) 9 and regulate Its position on the page by gauging th» 
longest line to he in the center* 



Though thy form, that was fashioned as light as a fay's. 

Has assumed a proportion more round, 
And thy glanoe that was bright as a falcon's gase 

Loolcs soberly now on the ground*— Soott* 



par reaching as the earth's remotest span. 

Widespread as ooean foam, 
One thouc^t is sacred in the breast of man^ 

It is the thou£^t of home: 
That little word his human fate shall bind 

With destinies above, 
Por there the home of his immortal soul 

Is in Ood's wider lore. --Anonymous. 



The human race, 

Of every tongue, of every place, 

Caucasian, Coptic, or Malay, 
All that inhabit this great earth. 
Whatever be their rank or worth. 
Are kindred and allied by birth, 

And made of the same clay • —Longfellow* 



The Vowels . 

We are little airy creatures, 

All of different voice and features; 

One of U8 in glass is set, 

One of US you'll find in jet, 

T'other you may see in tin, 

And the fourth a box within. 

If the fifth you should pursue, 

It can never fly from you*— Anonymous* 
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(102) KGUAS ATO ARABIC HOTATIOH 



Roman 




Arabic 


1 Rooan 




Arabic 1 


1 Roman 


Arabic 


I 




1 


1 XII 




12 


1 XL 


= 40 


II 




2 


I XIII 




13 ] 


1 L 


u 50 


III 




3 


I XIV 




14 


i LX 


B 60 


IV 




4 


1 XV 




15 1 


1 LXX 


■ 70 


V 




5 


1 XVI 




16 ] 


1 LXXX 


> 80 


VI 




6 ] 


1 XVII 




17 1 


1 xc 


u 90 


VII 




7 


1 X7III 




18 ] 


1 c 


a 100 


VIII 




8 


1 XIX 




19 1 


1 D 


• 500 


IX 




9 


i XX 




20 ] 


1 DCC 


- 700 


X 




10 


i XXI 




21 1 


i X 


- 1000 


XI 




11 


1 XXX 




30 1 


XD 


■ 1500 



Roman notation may be written in lower case; aa, ix, xviii. 
It ie customary to put a period after Roman numbers, but that 
is a matter of choice* 

Lower case 1^ makes the figure one, and capital O.the sero* 

(103) POHCTUATIOH OP FIQURBS , 

Do not use ooimnas in a ntunber spelled out: Two thousand four 
hundred eighty. 

Do not express cents, $.52« They may be written, |0«52, but 
only at the head of a column of figures* The proper ma,nner is: 520, 
52/, or 52 cents; the first preferred* 

Use the colon between hours, minutes and seconds: 12:30:05 F.IC* 

Double figures denoting parts of 100 when spelled out are com- 
pounded: One hundred twenty-five* It is. not necessary to use the 
conjunction and , 

Fractions are also compoimded: Two- thirds, three-fourths* 

Scriptural texts, references, or credits: Gen* xiv, 24; II Sttn. 
viii, 11-15* 

Do not place a period after ordinal numbers: 21st, 22d, 23d, 
24th* They are not classed as abbrsTiations* 

Either of the following is correct: 22d, 23d, or 22nd, 23rd* 
The former is preferred* 

It is a comnon plan to omit the letters on ordinal numbers in 
dates; as, Kay 8, 1903; but in the following and similar cases the 
letters should be used: Your favor of the 3rd inst* ^received* 

Absolutely correct form insists that ordinal nunbers should 
always retain their endings, but custom has made the foregoing per- 
missible* 
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(104) HOMBBRS SPELLED OUT . 

A rule conmonly followed is, "Spell out under 100," but the ln« 
conyenlenoe of this and the fact that figures are more readily seen, 
the better rule is: 

Spell out figures under 10: FlTe-year-old, two cases, two-gallon 
Jar, three men, U men. 

Do not use figures in the names of streets, wards, districts, 
etc.; as, Tenth Street, First Yard; or, when they are used thus: 
There were -more than a thousand present; orer a hundred feet hi^; 
nearly a million; not worth a dollar. 

In railroad freights and similar cases make it read: 15 cents a 
hundred, or 15c per 100. 

Herer eomnence a sentence with a figure; spell it: Forty oar« 
loads were shipped today. Do not write it: 40 carloads were shipped 
today. 

The figure should not be spelled if the contraction Ho. pre- 
cedes: ire. 40. 

Dictators should avoid oomiencing sentences with figures. 

It is better form to spell out in the following oases: Fourth 
of July, fourth day of January, ten o'clock, five in the afternoon* 

Ordinals are spelled out in the following and similar cases: 
This is the fifteenth time. 

(105) HUICBERS NOT SPELLED OUT . 

Use figures on dates; as, January 4th: but spell out; as, Fourtii 
of January. 

Use figures on hours, especially when followed by a contraction: 
5 0*0., 1:30 P.IC. It is permissible, however, to spell out: Five 
o'clock, five in the afternoon. 

Where there cure several numbers, some over and some under 10, 
use figures: Between pages 8 and 15 you will find it; only 8 voted 
for, while 15 opposed the motion. 

Figures under 10 in a series: Send ITos. 5/6, 7, 8, and 9« 

Use figures in statistical matter, such as reports. 

In dimensions of lots, boats, machinery, etc., use figures: Lot 
25 X 125; length 60 ft., beam 17, width 18; Its boiler is 6 x 15 ft., 
steam chest 2 x 4 ft., stroke 3 ft., etc. Put space on either side 
of X, using lower case letter. 

" The signs for feet and inches may be used: 5*6" x 8*10", 2x4"* 
-Use figures in heights of men and women: The men average 5 ft* 
10 in., and the women, 5 ft. 4 -in. 

(106) COMFUSIOH OT HOMBERS . 

To prevent confusion of numbers, note the following: 25 Fifth 
Avenue; not, 25 5th Avenue. Five 2-gallon Jars, or 5 two-gallon 
jars; not, 5 2-gallon jars. 
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( 107 ) SIGHS WITH riCRJRES * 

Do not use the signs, Ho., lbs*, brls., %^ #, eto*, unless fig- 
ures accooDpany them; as. Ho. 14, 14 Ihs., 14 brls. (space between 
figures and sign); 14X» #L4, 14# (no space between figures and sign). 
^4 a Ho. 14; 14# - 14 lbs. 

When signs or contractions are used in conjunction with figures 
in the forepart of a document, use them in all subsequent cases; that 
is, do not use the sign in one place and the word it represents in 
another. 

The signs for feet and inches should be used in measurements; 
as, 2*4" X 3*8", rather than 2 ft. 4 in. by 3 ft. 8 in. 

Feet or inches may be spelled out where only one item is named; 
as, 3 feet, but ordinarily, when figures are used, the standard con- 
traction or sign should accompany them. Itesmples: 3 ft., 10,000 bu., 
5 qts., 10c. 

(X08) FRACTIONS . 

One and a fraction constitute more ,than one, therefore, the 
number is iplural; as, 1 l/2 tons: so, also, more than one unit of a 
fraction; as. Two-thirds were present. 

If the whole number is spelled out, spell the fraction. 

Put a space between units and fractions. 



See Tabulation 
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(109) DISTRIBaTICMir OT SPACT . 

Tha first operation in taliulation is to oount the mna>er of 
spacos the longest line of eaoh oolumi will oooupy» then distrihute 
the surplus spaoesi giving the stub double the number of each of the 
other oolunns. 

The stub of a tabulation is the first oolum in lOiich the naae 
or description is written. 

Oauge each ooluani by the longest line, i^iioh should be in the 
center of the space, or inclining one or two spaoes to the right. 

Indent the word or worde describing the sua or result of the 
columns; as. Total, Szcess, Balance due, etc« 

(110) HRADIHQS , 

Write the heading for the stub in full capitals, and those for 
the other columns in lower*oase with initial capitals; except i^ere 
there is a principal and a sub^head, in nhich case the principal head 
may be in full capitals. 

Center on each other the lines in headings of columns* 

Abbreriations are sometimes, necessary in column headings, but 
they should be used as sparingly as possible. Care must be taken to 
make them intelligible. 

In headings or display lines avoid as maoh as possible having 
two of the same length come together. 

(111) CAPITALS . 

The principal words in a heading that is written in lower-case 
should be capitalised. 

It is good form to. capitalise the principal words in the des- 
cription of items. 

IRien a line of description begins with a figure, the following 
word, or abbreviation, should be capitalised: 20 Boxes |5.00« 

(112) TO OR AT SIQg . 

An objectionable fom in common ude is the repetition of the 
sign • in columns. It can be iaiplied just as well as the dollar sign 
or the month, vhich are not repeated unless something intervenes. 
' The following exaisple shows the style used by newspapers and 
other publications, the O being repeated on each line and without a 
space on either side. The result is, the figures are crowded and, 
in a BMasure, indistinct* 

Hote the difference in the column repeated. 
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16.40 O 9.00 


7.40 


8.25 


6.75 


7.75 


6.25 


7.00 


5.35 


6.20 


4.25 


5.30 


4.65 


5.75 


4.40 


5.50 



^ TaT)ttlation ..63.. 

Prima Beeres, 1,200 to 1,600 lbs |8.4009.00 

Good to Choice Beeres • 7.4008.25 

Fair to Good Shipping Steers • 6*78Q7.75 

Hedium Beef Steers .••••• 6 .2807 .00 

Plain and Hedium Beef Steers. ...••..«••.. 5.3506*20 
CConnon to Rougih, 1,000 to 1,200 lbs...... 4.2506.30 

Good to Panoy Heifers • • • . 4.6506.75 

Good to Choice Peeders 4.4006.50 

The repetition of O'in accounts is a waste of time, especially 
when written by hand, and If the penmanship be Inferior, the effect 
is bad. Teachers of bookkeeping and business practice can appreciate 
this. 

(1X3) DITTO SIGH . 

-This sign is much abused and its elaborate use Is a waste of 
time; neither does it enhance the appearance of the work, nor add 
to an Intelligent understanding of the matter. 

When sereral words have to be dittoed, instead of placing the 
sign under each word, use the abbreriation, with or without a hyphen 
on each side, -do-. 

Of the following examples. Ho. 1 presents the statement clearly, 
and there can be no doubt created or mistake made as to its meaixing. 
The only punctuation mark is the period after the contraction Aug*, 
and even ^hat may be omitted. Ho. 2 is, probably, the best, being a 
conqpromise between the extremes of simplicity and extravagance. Ho. 3 
shows the ditto sign in full force. Ho. 4 shows the repetition of 0« 

(1) Aug. 1 240 Hours Labor O 30o per Hour, | 72 00 

6 345 30 103 50 

15 76 30 22 50 

|198 00 

(2) Aug. 1, 240 Hours Labor at 30c per Hour | 72.00 

8, 345 " 300 " 103.50 

15, 75 • 30c • 22.50 

1198.00 

(3) Aug. 1, 240 Hours Labor at 30/ per Hour.. • ..I 72.00 

" 8, 345 " " • 30/ " " 103.50 

• 15, 75 " - • 30/ " " 22.50 

1198.00 

(4) Aug. 1, 240 Hours Labor O 30/ per Hour | 72.00 

n 8, 345 " " O 30/ " " 103.50 

• 15, 75 " " O 30/ - " 22.50 

1198.00 
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(114) DOLLAR SIGH . 

This sien, in all oases, Should only be used at the beginning ot 
the ooltooi and repeated before the total* 

There should be enou^ space between the first $ and the figures 
to place it directly oyer the | in front of the total • 

Where the first item of a money column oosnenoes with cents, it 
should be written |0*25, but do not use the zero in this manner in 
any other part of the column. 

When two or more money columns cone together the % may only be 
placed before the first eolumui but the better form is to use it in 
front of each column, separating the columns by at least two spaces* 

C116) CBHT SIOT. 

The / is made by holding down the space-bar and striking the 
letter c and oblique stroke /• Some machines hare the cent sign. 
The plain c, close to the figure, without a period, is much better. 

This sign must not be used when the figures are preceded by the 
dollar sign. |1.40c is an absurdity; so, also, is •40c. The decimaX 
must not be used in conjunction with the cent sign. 

(116) PIgURES IH COLDMNS' . 

Write fractions, xuiits, tens, hundreds, etc., under one another, 
in proper place, and put one space between units and fractions, 5 l/z. 

Where space is limited, the fractions may be written by turning 
the roller back half a space, striking the numerator, then rerersing 
the roller and putting the denominator under, 2r4. Or they may be 
written, represent ixig the number of fourths by elerated figures, 6^, 
6 , 6^ e 6 1/4, 6 1/2, 6 3/4. 

In long colxmins the coninas separating the 100 *s from the 1,000*8 
may be left off; also the decimal point between dollars and cents. 
(See example under "Varied Sxamples of Tabulation.") 

Do not put a period after the items of a money column or column, 
of figures. 

(117) SERIAL NUMBERS IH COLiniHS . 

It^is not necessary to use the period after serial numbers in 
column; the appearance of the work is better without them. 

The styles in general use are, to place either a coimna, period, 
period and dash, or dash after the figure, or put it in parentheses* 
The example on the following page is the best form* 

A period after the last item in the example with a comma after 
e&ch of the other items would have no value. 
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1 The lHunBoy 

2 8erlT)ner*8 Magazine 

3 The Staiart Set 

4 The Strand Magazine 

C118) DiyrpiHG Lim8s> 



Tahttlation 

5 MbClure'a Magazine 

6 The Century 

7 Pearson's 

8 Harper's Monthly 



9 Oating 

10 The Cosmopolitan 

11 The Argosy 

12 Central 



The horizontal and perpendicular lines diriding the oolumns and 
headings may he made in any of the rarious styles shown under the 
article following, hut the work is greatly enhanced in appearance 
when the ruling is done hy pen and red ink* 

(U9) LBAiaSRS . 

The purpose of leaders is to enable the eye to run easily along 
a line of tabulation* 

The best leaders are periods; the hyphen, next* - On long lines 
a space may be put between each mark* Examples: 

They may be arranged in diamond form by putting one or three 
spaces between each mark, and on the following lines put the marks 
exactly between those on the preceding line* (See exaarples in the 
Tarious parts of this book*) 

tl20) VARI3SD BXAMPLBS OF TABOLATIOH . 



SOUTH AMERICA 



C005TFY 



Population 



Goyemment 



Imports 



Argentine Republic... •: 4 086 492 

Bolivia : 2 333 350 

Brazil : 14 002 335 

Chile * : 3 115 815, 

Colombia : 3 878 600 

Ecuador : 1 220 000 

Guiana, British : 278 477 

Guisma, Dutch.... : 57 365 

Guiana, French : 25 796 

Paraguay : 560 000 

Peru : 2 971 844 

Uruguay : . 648 299 

Venezuela * : 2 550 385 



Republic 



British Colony 
Butch Colony 
French Colony 
Republic 



|142 240 812 

5 839 80O 

2 014 600 

59 362 091 

9 613 007 

7 241 822 

9 183 669^ 

1 967 028 

1 727 442 

1 977 616 

5 190 555 

23 399 625 

12 124 089 



JL2JL2LJuJL11JUL 



SggZT^DR SI BACKS g jtffiB qpahtithb . 



100 lb. 


112 lb. 


140 lb. 


220 1/2 lb. 


280 lb. 


mnfbsr 


Saoks 


8«0ks 


Sacks 


Sacks 


Sacks 


Barrels • 


100 










51 1/49 


150 










76 26/49 
102 2/49 


200 










300 










153 3/49 


400 










204 4/49 


500 


100* 








255 5/49 
57 1/7 




150 








85 5/7 




200 








114 2/7 




300 








171 3/? 




400 








228 4/7 




500 


'ioo* 

150 
200 
300 
400 
500 


•••••• 

100* 

150 

200 

300 

400 

500 


'ioo* 

150 
200 
300 
400 
500 


285 5/r 

71 z/i 

107 lA 
142 6/F 
214 2/jr 
285 5A 
357 lA 

112 i/a 

168 3/4 
225 

337 1/2 
450 

562 1/2 
142 6A 
214 2A 
285 5A 
428 SA 
571 3A 
7U 2A 



112 lb. sack of flour squals 4 A of a barrsl* 

140 -do- 5A -do- 

280 -do- loA -do- 

220 1/2 lb. sack (100 kilos) equals 9/8 of a barrsl. 
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sm§$$$$s$$m$ssmsmssssssm$ssssssssssssss$ssmssssss$$sssss$$ 
a 

ii THStOTTRSXASOHS 

{$ Seasons J Bsgln S Last 

SS S s 

$S S S Says Ers Kins 

JS Yintsr T- S DeceBa)er 22, 1900, 12:41 A.X, S 89 42 

ii Spring - S liarch 21, 1901, 1:23 A.IC. S 92 8 4 

{S Sunaer S Jlme 21, 1901, 9:27 P.M. S 93 42 

{$ Aatuan S SepteBa)er 23, 1901, 12:09 F.K. S 90 18 27 

{} Winter — S J>9C9Hibw 22, 1901, 6:36 A.M. $ s««ci«»mb»s 

JS S ConBion Year— } 369 3 S^ 

SS i s 

{sss§sssss$$sss$ssss{sssssssmsssss$ss$sss$sssssssssssssssss$$s«ss§§§ 



— : ( Tim AT IHICH MOntY AT IBTBRBST DOOBUS ) ; -• 



m^mififmfCfmmimiim^mmfiiim 



Bate Percent 



I 



Siogple Interest 



Compound Interest 



i 



2 

2 1/2 
3 

3 1/2 
4 

4 1/2 
5 

6 
7 
8 
9 
10 



50 years 

40 

33 

26 

25 

22 

20 

16 

14 

12 

11 

10 



4 months 
208 days 

81 days 

8 months 
104 days 
6 months 
40 days 



35 years 

28 

23 

20 

17 

15 

14 

11 

10 

9 

8 

7 



1 day 

26 daya 
164 

54 
246 
273 

76 
327 

89 
2 

16 
100 



m 



IBTEREST RULB.— To find six percent multiply by number of days, 
out off the right hand figure and diride by six. 
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P&gunPl» of Rerersed Headlnga , ) 





















u 








« 


m 


■ 


■ 


S 


■ 


• tf 




e 




u 


w 


u 


u 


u 


•p • 




f4 


^ 


^ 


C 4* 


l! 


• 

C 4» 


u 


K 




it 


O 4 


u 




2^ 


«2 


2"! 






« 


H 


o ■ 


G tf 


c ■ 


G tf 


S " 




9 


« ^ 


C O 


C O 


^ "H 


•^ .• 


^ -rt 


'^ .• 


^ 




n 


^a 


U <ft 


% Ok 


A 


>4 


A 


>* 


^ 






O H 


5'^ 


fi* 


e. 


5^ 


5^ 




1 


=*« 


*,5 


*,5 


o m 

0*0 


o 
•p d 


S4 


S3 


«^ 


S f A t S 


i 


si 


O 


H 


•p S 


4> S 






fi 


Bush 


Bush 


H 


;« 


;« 


K 


Ref. 


Zllinols*.*** 


371 
117 
252 
114 

33 
119 

63 


29.4 

30.1 

38. 

37.6 

31. 

32.1 

23.2 


43. 

42.5 

35. 

31.7 

4r.4 

34.8 

47.8 


31.3 

29.2 

31.4 

14. 

15.4 

19.5 

32.9 


52. 

24.2 

41. 

38.4 

50.6 

52.2 

39. 


36. 

31. 

31.6 

23.2 

25. 

32.3 

23.7 


31. 

22.3 

30. 

24.6 

37. 

38.2 

31.4 


29. 

23.1 

29.5 

1*4.2 

20.4 

31.9 

26.5 


1* 


XndlAiui* ••i*t«t««« 


2* 


lOWft* ••••••■••••••% 


3* 


KftnsAS t««t«ttt«ttt 


4* 


Missouri 


6» 


Vfk>)|i»o||Va ^,- 


6» 


Ohio* 


f 






Total 


1069 


31.6 


40.3 


24.8 


42.5 


28.9 


30.6 


24.9 





!• Illinois, ATorage, snioh better. 4* Kansas, Ayerage, qach better* 

2* Indiana, " good. 5* Missouri, " better. 

3* Iowa, " very poor. 6» Hebi-aska, » about 

7* Ohio, Average, not so good. 



VELOCITY 07 SOUKI).— The velocity throxigh air inoreases with the-toQi* 
perature. At 32^ Fahrenheit velocity « 1093 ft. per sScond^ 
62« • " • 1126 * • 
90© « N s 1156 " • 
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YB AR 8 



StnOISR FACKIHG 



of 
Hogs 



ATg. 

Gross 



ATg. 

Yield 
Lard 



WHITER FACKIHG 



Hunber 

of 

Hogs 



ATg. 

Gross 



ATg* 
Yield 

Lard 



1900-1901. 
1899-00. • . 
1898-99... 
1897-98.. « 
1896-97... 
1895-96... 
1894-95... 
1893-94... 
1892-93. . . 
1891-92... 
1890-91*.. 



4,298,420 
4,249,860 
4,767,290 
4,074,535 
3,684,220 
3,114,940 
2,817,734 
2,523,587 
2,498,754 
2,498,754 
3,211,144 



221.34 
242.00 



33.48 
35.92 



2,970,095 
2,869,580 
3,249,385 
2,672,630 
2,283,375 
2,375,470 
2,475,468 
1,695,980 
1,478,212 
2,706,284 
2,908,418 



251.13 
244.78 
248.69 
260.40 
248.59 
246.61 
265.78 
230.10 
247.60 
244.82 



40.16 
39.14 
37.38 
40.07 
38.75 
37.70 
41.26 
33.69 
38.28 
35.66 



JBCPOHTB OP BUTTHR AHD CMBBSJC TROH WBW YORK. 



K n t h 



1898-1899 



1899-1900 



Batter 
Lbs* 



Cheess 
Lbs. 



Butter 
Lbs. 



Cheess 
Lbs. 



June.. 

July*. 

August 

SeptesBLber 

October • 

Voranlber 

Decanlber 

January. 

Pebruary 

Muroh. . . 

April... 



Total 



700,300 

1,108,550 

366,800 

519,500 

1,067,400 

960,250 

679,400 

1,191,850 

2,026,300 

2,486,600 

1,722,000 

673,600 



2,028,720 
4,020,540 
2,897,100 
3,075,780 
2,807,640 
2,876,520 
2,096,460 
1,986,840 
1,847,640 
1,839,540 
2,087,160 
1,387,380 



811,150 
689,200 
1,287,300 
4,359,050 
906,000 
742,850 
435,500 
270,700 
291,450 
231,950 
256,650 
350,250 



3,070,800 
3,020,760 
3,839,660 
3,597,420 
2,080,260 
2,644,800 
2,182,020 
2,825,880 
3,513,900 
2,904,720 
2,449,020 
4,093,920 



13,502,020 



28,951,320 



10,632,050 



36,223,160 
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(121) TITLES. 










Abbr«Tiate titles before 


proper names, 


as follows: 


Gen. 


Lieut. 


-Col. 


GoT.*Gen. 


Dr. 


Lieut. -Gen. 


Ma J. 




Lieut. -Gen. 


Aid. (Sing, or Plu.) 


UaJ.-Gen. 


Capt. 




Supt. 


Rey. 


Adjt.-Gen. 


Lieut. 




Prof. 


M. (Monsieur) 


Brig. -Gen. 


Gov. 




Hon. 


laie. (nademoiselle) 


Col. 


Mfer. 




Sig. (Signer) 


lAne. (Hadame) 



U.S.A., U.S.H., etc., are written without spaces when they fol* 
low a name; as. General Stewart, U.S.A. 

The ahhreyiated titles, Col., Capt., etc., are used with the 
full name. Spell out when only the surname is given: Col. John 
Smith, Colonel Smith. 

Titles of two words may be contracted In both cases: Lieut .-Gen. 
Smith. 

(12a) STATES^ 

Vames of states when following names of towns or counties within 
them, may be abbreviated, but not otherwise; as, Detroit, llich.; Cook 
County, 111. Abbreviate or spell out, as follows: 



Ala. 


71a. 


La. 


Keb. 


Ohio 


Tex. 


Alaska 


Ga. 


Xe. 


Hev. 


Okla. 


Utah 


Ariz. 


Idaho 


Md. 


K. H. 


Or eg. 


Vt. 


Ark. 


111. 


Ibiss. 


N. J. 


Pa. 


Va. 


Calif. 


Ind. 


Mich. 


N. Mex. 


R. I. 


Wash. 


Colo. 


Ind. T. 


kinn. 


N. Y. 


S. C. 


W. Va, 


Conn. 


Iowa 


Miss. 


N. C. 


S. Dak. 


Wis. 


Del. 




Mo. 


N. Dak. 


Tenn. 


lyo. 


D. C. 


Ky. 


Mont. 









Do not use the abbreviation when the name of a state stands 
alone, unless it is absolutely necessary to save space. 

The names of foreign countries, or their divisions, should not 
be contracted, except Canada: Toronto, Ont., Canada; (Quebec, P. Q., 
Canada. 

A plan, much in favor with the postal authorities, is to spell 
out the names of states on addresses. 

Do not abbreviate the names of towns. 
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4123) B£^, MOHnr , YBAR . 

The name of the month and the word month should not be contracted 
in the body of a document* The name may be contracted on the date 
line of a letter, or where apace la limited, aa on billa, atatementa, 
etc* The better forma are: 

^ On October 14th; not, On Oct. 14th. 

I The month of Deceaiber; not. The mo« of Deo* 

A common method of dating la, IO/3/03, for October 3rd, 1903. 

^- AbbreTlate ultimo, inatant, proximo, only. when preceded by 

j figurea; aa, 15th ult., 15th inat*, 15th pros. 

I Ultimo, laat month; inatant, preaent month; proximo, next month. 

(124) MOOTT . PORT . COMPAHY . Xto. 

I It la preferable not to abbreriate Mount or 7ort; aa. Mount St« 

' Sllaa, Mount Vernon, 7ort l^iyne, Port Lincoln; alao, railroad, com- 

pany, etc., iriien occurring after the name; aa. Lake Shore Railroad, 
Srana Tranaportation Company; and in firm namea when not preceded by 
0hort A; aa. The Xdwarda-Jonea Company* 

Ihen an abbreyiation la used, all other worda in the title, aub- 

L ject to abbreriation, ahould be contracted: C«, B. & Q. R*R*, Thomaa 

Xfg* Co* 

Company may be contracted in M. F* Carter A Co*, but care ahould 

' be ttxerclaed to follow the atyle uaed on the atationery of the con- 

eemj eapeolally in the namea of corporationa* 

(135) STRBBT * AVTOOB . St£. 

There are three fomia of writing Street, ATenue, Boulerardi etc*: 
i' Xadlaon Street, Miadiaon 8t*, Miadiaon-at * ; Dearborn Arenue, Dearborn 
I Aye*, Dearborn-aye*; Grand Bouleyard, Orand Blyd*, Grand-blyd* The 

^ first, in each caae, la preferred* 

I (126) MISCBELAHBOOS * 

I County ahould not be contracted when accompanied by the name of 

a place within it; aa, Chicago, Cook County; Joliet, Will County* It 
may be abbreyiated on an addreaa. 

Do not uae the apoatrophe and period to indicate a contraction* 
Uae either the one or the other; aa, M*f'g or Mfg.; the latter form 
. being preferred*. 

Ayoid commencing a aentence with cm abbreyiation: Colorado Fuel 
suatained a heayy loaa. Hot, Col. Fuel auatained a heayy loaa* 

Uae the contractiona for Senior or Junior only when coupled with 
namea: R. Edgeworth, Sr., H* Graham, Jr* 

Ihen a contraction enda a aentence, the period indicating it 
I eenrea alao to mark the close of the aentence* 
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(127) CHRISTIAN HAMBS . 

Spell out Christ ian nanes like Charles, Thomas » John, William, 
eto., except as signatures, or where there is not stiff icient spaoe 
to write them in full, as in tabulated natter, in which oase ahbrer- 
iations must be such that names shall not oyerrun. Any reasonable 
abbroTiation is permissible. 

(X28) COMMgRCIAI. SIQJS AHD ABBRBVIATIOgS . 

Account -----^----« a/o 
Agent --------- agt. 

Amount ---------- amt* 

And others- -------- et al« 

Anno Domini (In the year of our Lord) - - A.D. 

Ante meridian (Before noon) - - - - A.M., a.m. 

Average --i-------- avg. 

Balance ---------- bal. 

Barrels ---------- bbl. or brls. 

Bill of Lading- ------- bA 

Bills of Lading ---.--^-- Bs/l 

Bills Payable -------- Bs* Pay. or b/p 

Bills Receivable- - • - - • - - - Bs. Reo. or B/R. 
Bought- - - - - - - -■- - Bot. 

Brothers- --------- Bros. 

Brought --------- brot. 

Bushels ---------- bu. 

By or "Per* ---------p. 

By (with figures) - - - - - - -x(2x4) 

Care of --•-•---- o/o 

Cash (collect) on Beliyery - - ^ - - C.O.D., o*o*d« 
Cent-s- - - - - - - - - - 0,/ 

Chartered Accoxmtant- ------C.A. 

Civil Engineer- ------- c.K. 

Cost and freight- ------- o.a.f* 

Cost and freight east ------ o.a.f.e* 

Cost, insurance and freight ----- c.i.f., o.f.i* 

County or Com]^any ------- Co. 

Creditor or Credit ------- Cr. 

Debtor or Doctor - - - - - - • Dr. 

Defendant --------- Deft. 

Degree- --------- deg. or • 

Degrees, Ifinutes, Seconds ----- deg., min. , see. ^'* 

Ditto (the same) ------- -do- or " 

Dollar ---------- del. or | 

Dozen ---------- doz. 

Draft ---^------ dft. 

Bach ---------- ea. 
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Errors and Omissions Excepted - - - - - B. & 0. B* 

Et cetera (and so forth, or and the rest) - etc*, &o« 
Fahrenheit (thermometer) •••--- 7ahr. 
Peet or foot- .- - - - - - - - ft. or* 

Pigure-8 -.-*------- ^ig«f figs, 

Vorward ---------- 7ord, 

Tree on Board --------- f .o.b. 

iVeight *-- frt* 

Gallon-s ---------- ^al., gals. 

General Average -------- o/a 

General Post Office ------- G.P.O. 

Gross ----------- gr. or gro. 

Honorable ---------- Hon. 

Hundred ---------- hund. or C 

Hundredweight --------- cwt. 

Id est (that is)- ------- i.e. 

Inch-es - --------- in. or » 

Instant (present month) - - - - , - - inst. 

'I owe you ----------- I.O.U. 

Junior ---------- Jr. 

limited ----- Ltd. 

Madame (my lady)- - - - - - ^ - - lA&e. 

Ifenuscript-s --------- us., IISS, 

Kemoranda-um- •----:--- memo. 

Meridian (noon) --------m. 

Merchandise --------- Mdse. 

Messieurs (Gentlemen) ------- Messrs. 

Mister ------:.. --Mr. 

Mistress ...------- Mrs. 

Namely (videlicet) - - - - - - - viz. 

Nota hene (take notice) ------ h.B. 

Notary Public ..-.---- N.P. 

Number-s --------- -JIo., Nos., or 

On track- --------- o/t 

Ounce ----------- oz. 

Page-s ----------p., pp. 

Package -.-.-.---- pkg. 

Paid- -------- -.pd. 

Payment ---------- payt. 

Pennjrweight --------- pwt., or dwt. 

Per axmum ---------- per an. 

Per cent, (per centum) ------ J^ 

Please turn over -------- p.T.O. 

Plaintiff Pltf. 

Post Mfeister --------- P.M. 

Post meridian (after noon) ----- P.M. 

Post Office - - - - - - - - -P.O. 

Post Office Order ------- P. 0.0. 
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Postscript (wrlttm sftsr) ••---- P.8. 

Found-s --.--.--,-- lb., lbs,, or # 
Pounds, shilliags, ponco - - - - - -£a4s6d 

ProxlBo (next ■onth) ------- pros* 

Trtmivmr ---------- pros. 

Priyato toras- --------PA 

(tuart-s- ---------- qt., qts. 

Qyarter-s- --------- q}r»t qrs. 

^estlon ---------- q« 

Bailroad ---------- R.R. 

Railway- ----- Ry. 

RocelTOd .---. Boed. 

RsTolutloDs per Blnuto ------- r«p«a« 

Right Honorable --Rt. Hon. 

Ri£^t RoTorend --------- Rt« Rsr. 

Sbhooner ---------- Schr. 

Secretary - - - - - - - - - -Sec, or Secy. 

Section ---------- Sec. 

Senior - - - - - - * - - - -Sr., or Scnr. 

Steamer ---------- Str. 

Steamship ---------- S.S. 

Thousand ----------M 

Tierces- ---------- tcs. 

To or at- - - - - - - - - -• 

Ton .•---T. 

Tonnage ---------- Tong. 

Ultimo (last month)- ------ - ult., or ulto. 

Versus (against) -------- ts. 

Weight ----- -wt. 

¥sy BiU-s - -- W/B, ¥/Bs 



•Contraction* and •abbreyiation," when relating to words, are cosBwnly 
regarded as synonymous, and are so used herein* 

Their exact definitions are: •Contraction,* medial letters dropped, 
Dr. ■ 3>octor; •Abbreviation,* final letters dropped. Sec. « Secretary. 
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CAFITALIZATIOV § e O»»— 

(129) Ig NEWSPAPERS . 

"Capitalize John Smith and the town; eyersrthing else in lover 
case,*! is the extraragant description, by an editor, of the style 
used on his paper. 

The expression is not altogether unvarranted, as a perusal of 
metropolitan newspapers will testify. 

In them, small letters are used on names of organizations (board 
of trade); on street, avenue, court, etc. (La Salle street, Dearborn 
avenue, Deming court); on words denoting form of an organization 
(Lufkin's Wrecking company. Union League club); on titles, even when 
they are used with direct reference to, or instead of, the full name 
of a person (king, pope, secretary of state); and in many other cases 
that well-established rules of style Insist should be capitalized. 

<X30) IK CORRBSPOKDiHirCB . 

Capitalization in correspondence tends to the other extreme* The 
goods handled or manufactured by a concern are esqphasized by initial 
capitals: We shipped the Chairs and Carpets today. 

This is good form and Is used extensively in railroad corres- 
pondence, all freight named being capitalized: Coal, Iron, Household 
Goods, Farming Implements, etc* 

(131) POIMTS OF TSX COMPASS . 

Capitalize the points of the compass when a section of the 
opuntry or city is referred to: Forth, East, South, West, Hortheast, 
Horth Side, etc. 

When direction is meant, use small letters; Vorth, east, south, 
and west, desolation prevailed. 

Compounds are better written as one word: Horthwest, southeast, 
southwest em, northwesterly. 

(132) COmPAMY . 

Company is capitalized when it directly refers to a certain f im 
or corporation using that word in its title: The Company has made a 
new bond issue . « 

When the reference is not definite, and does not relate to an 
organized firm or corporation, use small letters:. 

We made up a pleasant company for the excursion. 

I intend to organize a company for the promotion of our 

interests . 
The Jarvis Creamery Association is a company haying a good 
reputation. 
Capitalize the military designation: Company A. 
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(133) HAMBS OP ORaiOJIZATIOllS * 

Capitalize the name of any oo]iqpany» eorporationy etodc, mine, 
mill, works, plant, church, institute, association, league, union, 
legion, college, school, unirersity, or hank. 

Szaaples: Apollo House Wrecking Company, United States Steel 
Corporation, International Power, Hew York Air Brake, Bonanza ICine, 
Horth Chicago Rolling Mills, Grant LooomotiTO Works, Maid of Srin 
Pumping Plant, Pirst Methodist Church, Church of the l^iphany. Club 
of Rounders, Union League Cluh, Royal Oeographical Society, Society 
of Electrical Engineers, Lewis Institute, Institute of Technology, 
Paterson Institute, Young Men's Christian Association, Union League, 
League of American Wheelmen, Horth Diyision High School, Chicago 
UniTsrsity, Association College, national Bank of Horth America, 
Benerolent and Protect iye Order of Elks. 

When a name is used without direct reference to such as named 
ahoye, do not capitalize: The railway eoi^panies, water works, geo- 
graphical societies, national baxiks, etc* But, where there is a 
direct reference to a certain concern, use capitals, even though the 
full name be not glren* 

(134) COURTS, BUILDIHQ8 . COMHITTEBS , Etc. 

Capitalize the names of courts: Supreme Court, Circuit Court, 
Court of Appeals, State Supreme Court, Criminal Court* Also, the 
word Court when used to designate the presiding Judge or Judges. 

Halls, buildings, arcades, parks: Brand's Hall, Masonic Temple, 
Monadnock Block, Tribune Building, Association Building, Hull House, 
White House, Lincoln Park. 

Committees, bureaus, departments: Coomittee of Ways and Means, 
Reception Conmlttee, Water Bureau, Bureau of Repairs, War Department, 
Tsung 11 Yemen, British War Office. 

<135) ABBREVIATIOHS . 

Capitalize Ho. and Sec, and only use these abbreviations when 
followed by figures. Spell out and use small letters, otherwise. 

Contractions following figures should not be capitalized. 

Abbreviated titles are capitalized, and are used only in con- 
Junction with names: Capt., Col., Mr., Esq., etc. 

(136) HICKHAMBS . 

nicknames should be capitalized. 

In baseball use capitals on, Pirates, Orioles, Colts, White Sox, 
Red Stockings; also where colors are used; as. Reds, Blues, Crimsons, 
Maroons, etc. 

Inhabitants of different states; as, Badgers, WolTerines, Buck- 
tails, Suckers. 
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Capitalize Flowery Kingdom (Japan), Hermit Kingdom (China), and 
like casee. 

<137) DAY . 

Capitalize the word Day In the following connection: Lord's Day, 
Lady's Day, Thanksgiving Day, Christmas Day, Memorial Day Decoration 
Day, Labor Day. 

ilZSl SALUTATION AND CLOSING . 

Capitalize both words of the salutation in a* letter: Dear Sir. 
When three words are used, write the middle one in lower case: Uy 
dear Sir, Uy dear Friend. 

Capitalize only the first word of the complimentary closing: 
Yours truly, Respectfully yours. Yours very truly, Respectfully sub- 
mitted. Never use a capital on any but the first word, unless the 
complete expression is in full caps: RESPECTFULLY YOURS. . 

<139) IflSCELLANEOUS . 

Capitalize the following : 

The first word of a sentence; the first word of a direct quotation; 
the first word after a colon when the sense is, as follows . Ex- 
amples: He said, "I do not wish it." I want: Several chairs, a 
table, and a couch. 

Words representing the Dlety. 

Things personified: The picture of Justice. 

First word on each line of poetry, or display lines. 

Days of the week and months of the year. 

Proper ncunes and adjectives derived from them: America, England, 
American ships, English money. 

Religious denominations and sects: Presbyterians, Episcopalians, 
Catholics, Baptists, Mormons, Shakers, etc. 

The principal words of a heading, or In titles of books when not in 
full caps: The House by the Sea. 

The first word on each item of an account. 

Personal pronoun I and interjection 0. 

<140) FRUITS . FLOWERS . Etc . 

Do not capitalize names of vegetables, fruits, and flowers, 
excepting words which would be capitalized naturally; as, American 
beauty roses, Hebron potatoes. 

Where Latin names of vegetables or flowers are used, capitalize 
only the first word. 
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(141) TITI3SS yOT CAPITALIZBD , 

Do not capitalise titles of any kind, electiye, appointiTe^ 
legiBlative, hereditary, honorary, or nobiliary, except idiere used 
before a proper name, or haring direct reference to a certain indiT« 
idual; as, senator, representatiTO, judge, president, secretary of 
state, duke, prince, queen, kaiser, csar, constable, corporal, con- 
miss ioner, assemblynan, bishop, chief of police, coonander- in-chief t 
archbishop, noderator, chief magistrate, chief executiye* 

(142) aC PRECKDIHQ TITLBS . 

Do not capitalize "ex* preceding a title, except in headings, or 
where a common noun would be capitalised: Sx-?resident Cleveland and 
ex-President Harrison* 

The first one is capitalised because it cones after the colon« 

(143) WORDS USED GKHBRALLY . 

Do not capitalise (unless to emphasize) : Old country, old worlds 
national, consular, great powers, rebel, opposition, nature, crown, 
heaven, hell, dev^, scripture, gospel, capital, fatherland, harbor, 
parliamentary, socialistic, anarchistic, nihilistic, divine biblical, 
puritanic* 
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/A// SYLLABIC A T I N //^// 

(144) AVOID DIVISIONS. 

As a rule, do not divide words of five or less letters; as, 
into, title, does, every; or, words pronounced as one syllable; as, 
changed, drowned. 

Avoid dividing a word and carrying over to the next line two 
letters: as, wait-ed, heated. The hyphen occupies one space and the 
paper can be moved in the machine to make room for the other letter*' 

(145) RIGHT - HAND MARGIN . 

Keep the right-hand margin as even as possible, but be sparing 
in the division of words. It often happens that one division leads 
to several on the following lines. 

(146) DEFINITION . 

A syllable is a word, or a part of a word, pronounced by a 
single vocal impulse; as, no, i-o-ta. The former has one impulse; 
the latter, three. 

Correct syllabication depends on a perfect knowledge of pro- 
nunciation. It varies with the accent, when affixes are added, and 
is regulated (in the United States) more by ease of utterance than 
derivation. 

(147) RULES . 

The following rules, while not exhaustive of the subject, ar« 
helpful . 

(1) ICake division between double consonants or double vowels 
when sounded separately; as, remit-tance, co-ordinate, knit-ting, 
bed-ding, dif-fer, excel-lence, surveil- lance; except, where suffixes 
are added to words ending with double consonants; as, fall-ing. 

(2) Short vowels accented; make division after the following 
consonant; as, hab-it-ual, sub-urb, mus-ket; except where the follow* 
ing letters produce the sound sh or tTon - sion ; as, offi-cial, dis- 

• cre«tion, vi-sion. 

(3) Short vowels unaccented: Su-perior, d^-ploma, pedj.-gree. 

(4) Compound words: Horse-shoe, committee-men, man-kind. 

(&) Two vowels coming together and sounded separately: Sci-ence, 
ortho*epy, buoy-ant, cow-ard. 

(6) The c and g, soft, begin syllables when either letter absorbs 
the following vowel on which the soft sound depends; as, enti-cing, 
rejoi-cing, ne-cessary, rava-ger, exi-gency, eulo-gize, delu-ging. 
Ihen they do not absorb the following vowel, they end the syllable; 
as, reg-iment.,. prec-ipice, rec-itation* 
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^ a^ klad, tlMtitt , tppoistlTii 
-mr?. sr zztOUrj, tsept ^an mi 
sf c^-vct nf treet U t etrtiin iadlT* 
L'.^, .n^, yrtflldnt, Mcretaiyof 
k f. =ar, cflcftibla, eorponl, Mh 
E. ccf :f pdiet, f— nilm^liKhlif, 
nrsu, dtUf OMBtitf . 



: a tiUt, ONpi la budiup, or 
to-lTHiint Cl0ff2iBd lai 

it tmm afttr thi colon. 



iM': OU eoBtry, oUiorU» 
8;?Gtr.ieA, ntan, cron, 

scitAl, fitterlaad, haitor, 
xiiilir-ic, diTlM U'bllcil, 
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a rule, do not divide verca r' f 'r* •- 
tie, does, erery; or, wcrda prcrc^rcti. u c 

drowned. 
Id dividiniE a word and carry :r^ t^^r \t i*^ - 

as, wait'Sd, heated. The hN-T.*'«s crr«T.»» r- 
1 l)e moved in the aachlne tc aake rccs 
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JgD MABGIH ^ 

. the right-hand margin aa eren aa r«tt:^l«. t-- >♦ r*** >r 
viaion of worda. It often happer^ tA&t src c.« t * ^f^Jk 
1 on the following linea. 

Q». 

llaiblc ia a «ord« or a part of a word, prc^r-.^^rc ^* a 
cal Iwpiilai; aa, no. i»o«ta. The fcratr haa r-« .sr^^ae. 
r t^rwe. 

*ed ayllahication dependa on a perfect kncwle^jre rf r*~r* 
c. ZX war lea with, the accent, when afflxea are a^sec. a^^ 
^«a vin tl\e United Statea) aore toy eaae of uttcr^-c« t:.as 
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(7) SlTlde iAier« a oonibiiiation of letters 'produce the aoiind dT 
•hy ^, or J,; as, bon-eciencey era-eion, rell-gion, oonta-gloue, sol- 
dier. Also, in the sli£^t modlfioatlons of those sounds; as, cen- 
•ure, sen-sual, pres-sure, res-ture, intelleo-tual, proce-dure. Ihen 
the modified sound is joined t6 a preceding short Tovel and accented, 
dlTlde, as follows: Pleas*ure, nat-ural, perpet-ual, oongrat-ulate, 
sched«-ule« 

(8) X should end the syllahle; as, anx-lous, yex-ation, eoaplex* 
lent crucifix- ion* 

(9) A syllahle aast not end with J, or ^: Ib-jesty, pre-Judice. 
•ati-quityi li-quefy« 

(10) XfeOce the dlTislon irhere t sounds 2» *■• peoul-iar, gen-ius, 
oonren-ient, ssr-ior, yal-lant, Span-lard, paTll-lon; except, where * 
double letters precede; as, rehel-llon, ruf-flan, hril-liant. 

(11) Separate prefixes and suffixes: De-tail, coo^pose, pay-aent, /^ 
Tislt-ing, trans-act, heart-1-ly, mls-anthrope, wasp-ish* Ihen they / 
produce a doubling of consonants: Olad-den, rob-ber, begin-nlng, prey 
fer-ring, allot-ted. Ihen the accent is yaried in grssmatical infle^ 
tlons, or the spelling of the root is changed: Prostra*ted, emancipai 
ted, exerci-slng, inci-dental, absti-nenoe, trium-phant, trus-tee, I . 
•ol-yent, ohan-glng, contettp-tible. 

(12) Iha temination er when added to a Terb ending with a coh- 
sonant or a silent e to form a noun is always made a syllable; but 
the tennination or Ts hot so separated: Back-er, mak-er, coamand-er} 
g6Ter-nor, oonfes-sor, protec-tor, opera-tor* 

(13) All terminations beginning with a Towel added to a word end^ 
ing with a consonant, or silent e, should be separated from the word 
if the position of the accent uid the pronunciation of the primitlTe 

"Vord remain unchanged: Se-pend-ence, asslst^ant, comaend-able, art- 
ist, retrospect- Itc, obserr-ance, roTers-l-ble* 

(14) Ihere the emi»hasis or stress ends or begins: Cam-bric, pel* 
SQZiy moi-ety, sec-ular. 

(15) Ihere the connection is close, do not divide, as in the word 
•n-a-bling* The dlTlsion must not come after the b or 1. 

(16) Ihere the pronunciation causes the syllables to be indefln- 
its, divide on the vowel: ¥o-man, trou-ble, colo-nel, dou-ble« 

(17) Each syllable contains a vowel* 

QJOUtHAL BXAliPIJg . 



Abun-danoe Dan-clng 

Ac-tive Def-i-cit 

Ad-mis-si-ble Dl-rec-tor 

Ad-van-tage Di-vi-slon 

Af-ter Xar-nest 
Ag-rl^oul-tur-al 3Iam-ings 

Al-le-glance Sc-sta-sy 

Alu-mln^um Sng-land 

Apos-ta-sy Xn-han-clng 



In-ning 

In-sur-ance 

In-tre-pld-lty 

Xec-ture 

Le-gis-la-tlon 

Ma-ll-cious 

Ms-neu-ver 

Mar-vel-ous 

tfos-qul-toes 



Salm-on 

Satch-el 

8e-cre-cy 

Sell-er 

Sep-a-rate 

Ser-vant 

Serv-ice 

Skag-uay 

Spe-clal 



r 



Syllabication 
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AB-oohd-ant 
AB<-p4nd-6noy 

^rlb-u-ted 
^Aa8«plc68 
Bat-tal-lon 
Ba-zaar 
Be-lea-guered 
Ben-e-fit-ed 
Bi-cy-cle 
Bll-liard 
Brl-gade 
Brl«tan«nla 
Bur-glar 
Bu8l-ne88 
Cap-ture 
Car-om 

Chan-cel-lor 
Con-fer-eo 
Cor-re-8pond«0Qt 
Ooun«cll-or 



E8-kl-mo 

Sx-pr68-8lon 

Ex-tra-or-dl- 

FanB*6r 

Farther 

Pron-tier 

Por-mer 

Por-tu-nate 

For- time 

Poun«taln 

Pur-nl-ture 

Pu-ture 

Glm-let 

Gov-er-nor 

Guer-rll-las 

Gyp-8y 

Hal-loo 

Ha-rangue 

Hln*doo 

Hy-me-ne-al 



Moun-tain 
]fu8-k6l-uxige 
nary MuB-tache 

Ne*c68-8a«ry 

Neg-lect-ed 

Odd-fel-low8 

Op-po-nents 

Or-lg-ln-ate 

Out-ra-geou8 

Plc-ture 

Plain-tiff 

Pre-late 

Pre-mi-UB 

Proc-ess 

Pro-duce (yerb) 

Prod-uce (noun) 

Pro-gr688 

Prog-r688 

Re-bel-llon 

Ref-er-ence 



Sto-ries 

Sub-poena 

Syn-dl-cate 

Trav-el-er 

Tend-en-cy 

Tyr-an-ny 

Un-ex-cep-tlon-al 

U8-u-al-ly 

Ve-ran-da 

Venge-ance 

Vo-lu-mi-nou8 

W6dne8-day 

¥111- Ing 

Ylll-lam 

Yom-an, wo-nan 

Wag- on 

Wa-ter 

Yake-ful 

Will-ful 

Year-i-n688 



The foregoing Is an argument In favor of referring to a diction- 
ary when In doubt* 
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To becone a good orthographist roquiros Bach practice and study; to 
roBaln a good one, requires continued practice. The best rule to become 
efficient in this study, and one unfailing in beneficial results, is: 

Whenever a word is seen, heard, or thought of, that there is a chance 
of misspelling, spell it several times; nwBr pass a sign or advertisement 
containing a strflinge or unusual word, jrithout studying it; consult a dic- 
tionary whenever in doubt. 

This plan will form a valuable habit, and the person following it 
will not only become a good speller, but more important, will remain a 
good one. 

RULES FOR S?ELLIHG cannot be comprehensive; they are remarkable in 
being exceeded in number by their exceptions* _ Those shown here are merely 
helpful. 

RtJLE I.— A final e is dropped on taking a suffix that begins with a 
vowel: Close, closing; come, coming; bride, bridal; plume, plumage; scare » 
scaring; sale, salable; force, forcible, true, truism. 
EXCEPTIONS: 

(1) Words ending in ce or ge usually retain e before a termination 
beginning with a or o, in order to preserve the soft sound of c or g: 
Peace, peaceable; notice, noticeable; manage, manageable; advantage, 
advantageous;, courage, courageous. 

(2) Final e is retained In dyeing, singeing, and tingeing, to prevent 
their being confounded with, dying, singing, and tinging. 

(3) Pinal e is retained in words ending in oe to preserve the sound 
of the root and Insure correct pronunciation: Shoe, shoeing; woe, woe- 
ful; hoe, hoeing; toe, toeing. 

(4) The final e may be retained in: Mileage, moveable, saleable, use- 
able; but it is better left out. 

RDI2 II. --Final e of a primitive word is retained when a termination 
beginning with a consonant is added: large, largely; pale, paleness; lAole, 
wholesome; chaste, chastely; excite, excitement. 
lEXC^IOHS: 

(1) Final e preceded by a different vowel Is sometimes omitted: True, 
truly; argue, argument; awe, awful. 

(2) In a few cfl^es final e is dropped before a termination beginning 
with a consonant: Judge, Judgment; whole, wholly; nurse, nursling; 
wise, wisdom; lodge, lodgment. 
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HUIB III.— Konosyllables and words accented on the last syllable and 
ending with a consonant preceded by a Towel, double the final letter be- 
fore an added syllable; also, monosyllables haying a Towel after qfx; Plan* 
planning; refer, referred; prefer, preferred; inter, interrment; acquit, 
ACiiuitting; scar, scarring; clan, clannish; bag, baggage; hot, hottest; 
aquat, squatter; crystal, crystalline; metal, metalloid, metallurgy* 
BXCSPTIQHS: 

(1) Ihen X is final it is not doubled: Box, boxes, boxer* 

(2) Ihen the accent is changed, the final consonant is not always 
doubled: Prefer, preference; infer, inference; refer, reference* 

(3) Ihen neither syllable is accented, the final consonant is not 
doubled: Toil, toiling, murmur, Burmuring* 

RDUB IV*— P, 1, or 8 at th» end of a monosyllable, and standing im- 
mediately after a single yowel, is generally doubled: Staff, cliff, doff, 
puff; all, bell, tell, fell; grass, lass, glass, mass, moss, truss, fuss* 
S3CCEPTI0HS : 

(1) Clef, if, of; pal, nil, sol; as, gas, his, this, pus, thus, us* 

(2) Ihen the possessive case is used, plural nouns, or third person 
singular verbs: Hat's, rates, has, is, was, etc* 

RULE V«— Words ending in double consonants usually retain them when 
one or several syllables are added: Ebb, ebbing; odd, oddly; stiff, stiff- 
ness; skill, skillful; will, willful; dull, dullness; install, install- 
ment; enroll, enrollment* 
EXCEPTIOirs : 

(1) Those ending in two l*s may also be spelled with one 1* 

(2) Some words ending in two l*s drop one when a termination begin- 
ning with 1 is added. This prevents the use of three 1*8: 111, illy; 
dull, dully; full, fully; skill, skilless (or skill-less); smell, smel- 
less (or smell-less). 

ROLB VI.— Nouns ending in y preceded by a consonant change the y to i 
and add es to form the plural* This applies also to words ending in quy: 
•City, cities; ooimtry, countries; beauty, beauties; colloquy, colloquies. 
EXCEPTION: 

(1) Proper nouns ending in y form their plurals by adding s only: The 
Cudahys, the three ICarys* 

RULE VII. — Houns ending in y preceded by a vowel add s only to form 
the plural: Koney, moneys; monkey, monkeys; attorney, attorneys* 

RULE VIII.— Derivatives formed from words ending' in ie,' by adding 
ing, usually drop the e and the i is changed to y; this to prevent the 
doubling of i: Lie, lying; die, dying; hie, hying; tie, tying* 

- RDIJB IX*— Pinal y is usually changed to i on a termination being 
added: Ply, flier, flies; pity, pitiful; icy, iciest, icily; mercy, merci- 
less, merciful; tidy, tidiness; foggy, fogginess; earthy earthiness* 
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S3CC3EPTIOHS : 

(1) SooM derlratlres of monoBylla1)lo adject ires retain the y: Shy, 
■hyness; dry« dryness, dryly; wry, wryness. (Comparison of dry: Dry, 
drier, driest*) 

(2) Tlie y is retained in the following and similar cases: Secretary- 
ship, suretyship, citylike, ladylike, habyhood, lady*s, OTerybody's* 

(3) Some deriratiyes ending in y preceded by a TOwel are not changed: 
Play, played, playing; buy, buyer, buying; lay, laying; joy, joyful, 
joyous; enjoy, enjoyable; gay, gayety, gayly (or gaiety, gaily). 

ROTS Z*— Vords ending with a vowel sound are unchanged when a termin« 
ation is added that conmences with a vowel: Agree, agreeable; bow, bowing; 
weigh, weighing; echo, echoed, echoing; shampoo, shnqpooing* 

Vords of this class ending in e, and having a termination added that 
begins with the same letter, one e is dropped: Tree, freest; oversee, 
overseer; awe, awed. 

ROTS XI***Some nouns ending in o preceded by a consonant form the 
plural by adding es: Echo, echoes; cargo, cargoes; motto, mottoes; potato, 
potatoes. Those relating to music only add s: Canto, cantos; pianos.' 

RDIJE ZII.— The principal words in coaqpounds are pluralized: Court* 
martial, courts-martial; sons-in-law, daughters-in-law. 

Ihere they are closely joined and have the force of single words» 
pluralize at the end: (Xipfuls, handfuls, mouthfuls. 

Authorities differ as to doubling the final letter on the following 
class of words when a suffix is added, the plan Aost in favor being the 
use of the single letter: 

Apparel Barrel Bevel 

Carol Channel Chisel 

Drivel Duel finpanel 

Imperil Jewel Label 

Panel Parallel Parcel 

Quarrel Revel Rival 



Bias 


Bowel 


Cancel . 


CaviX 


Counsel 


Cudgel 


Dishevel 


Dial 


Enamel 


Funnel 


Gambol 


Gravel 


level 


Libel 


liarshal 


Uedal 


Pencil 


Peril 


Pistol 


Pommel 


Shovel 


Snivel 


Tassel 


Tinsel 
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(148) DISCARDING THK HYPH3nr > 

The method of oompoundlng worda Is sonewhat Inconsistent and is 
governed as muoh hy usage as hy rule* The free use of the hyphen is 
being discouraged. The most approved form Is to discard it and write 
the expression as one word, wherever penaissihle. 

(149) COMPOiniDS WITHOPT HYPHRH . 

Words formed by the addition of re, over , under , sub, in, out . 

uP t down , and similar prefixes, are written as one word: 

Reinsure Underestimate ' Income Upstairs 
Reenter Undermine Indoor Uptown 
Overtake Subdivide Outgo Downstairs 

It is not incorrect to use the hyphen when the prefix re or co 

is added to words beginning with e or o (re-elect, co-operate), but 

good usage gives preference to dropping the hyphen. 

When man or men, yard, maker, tender, keeper, seeker, holder, 

master, owner, house, and room, are given prefixes or suffixes of 

one syllable y make one word: 

Yardmen Sailmaker Bridgetender Housekeeper 
Hcmeseeker Householder Yardmaster Shipowner 
Warehouse * Roommate Yardstick Stockholder 

Exceptions: Committeeman, jur^noan, veniremen, officeholder, ware- 
houseman, off iceseeker, front yard, back yard* 

(150) IMTBR AMD TRAHS * 

^ Words to which these are joined as prefixes may be written as 
one word: Interstate, intercollegiate, transatlsuitic, transmissouri, 
transohio. If the hyphen be used on the last three, capitalize the 
proper nouns: Trans-Atlantic, trans-lCissouri, trans-Ohio. 

(151) AH. .. 

All , compoimded with another word without the hyphen, drops one 
1: Always, altogether, almic^ty, althouc^. When the hyphen is used: 
All-wise, all- important, all-engrossing, all-hallow* s-eve, all-seeing. 

The words all right should not be written alright . 

(152) TWO WORDS . 

Make two words in cases like the following: He is a bond and 
stock holder. Titles of officers; as, attorney general, first vice- 
president, state's attorney. 
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OoMPOunds 



CcBpofund wordB witli tlie pr«f Ims self , ante , semi , post , eati . 
luiTe hyptaans: Self-made, aate-dated, eenl-amraalt poet-dated, aatl- 
DeBoeratio; except, pestecrlpt, vhloh le written as one word. 

Also: Fay-roll, text-book, woe-begone, four-story, first-class, 
two*flat, second-hand, good-by, so-called, co-respondent, by-and-by, 
pre-Adaailte, Blssloa-house, electro-aacnetisB, hydro-carbon, oourt- 
■artlal, rl^t-of-wsy, by-the-way, up-to-date, printing-press, pass- 
book, writing-naohine, price-list, sister-in-law (and siailar words 
of relationship), Anglo-Saxon, rice-admiral, assistant-secretary, and 
titles of secondary officials. 

(154) OCMPOUHD MDPlJflKKS . 

Note particularly su6h conpounds as| four-story house. The two 
words must be oonpounded to make a joint modifying element.. It is 
not a four house, or a story house, but a four-story house. Ihen two 
or more words are necessary to f oxm a oonqplete modifier, they should 
be joined by the hyphen, or written as one word. 

The following molti-conqpounds, and similar modifying phrases, 
are subject to the preceding argument: Up-to-date publication, up- 
and-down motion, cut-and-dried argument, nerer-to-be-f ergot ten erent* 

Use the hyphen when the combination has a numeral and a noun 
(the nomi being in the singular form): Three-foot rule, 25-yard line,, 
100-mile road, fire-dozen lot, hsJ.f -dollar box, three-quarter-pound 
fish. The following retain the hyphen only in numbers orer 10: 
Tenfold, fourfold, twenty-fold, thirty-fold, twenty-five-fold. 

Compound modifiers containing a word in the possessire case, 
retain the j£ and hyphen: Bird's-eye riew, camel *8-halr brush. Ihen 
a noun ie formed, the hyphen and apostrophe are dropped: Tradesman, 
doomsday. The apostrophe is not used in compounds without the liyphen* 

(155) (SESERAL ECAMPEBS. 



Hake one 

Nonunion ^ 

Honsult 

Horseshoe 

Today 

Tonight 

'Oarload 

Carlot 

Bylaws 

Coeds 

Pingpong 

Billboard 

JDownpour 



word of each of^ 
Skyscraper '^^ 
Bimetallic 
Honometallic 
Baseball 
Handball 
Basketball 
Pallbearer 
Lawsuit 
Rosehlll 
Hassmeetlng 
Highflyer 
Overnight 



the following and 
^. Taxpayer^ 
Sawmill ' 
Freemason 
Oddfellow 
Schoolboy 
Shopgirl 
Euklux 
Pianoforte 
Hlghwlnes 
Everyone 
Anyone 
Bookkeeper 



similar compounds: 
Teaspoon 
Ironclad 
Lafayette 
Bacehorse 
Homestretch 
Bacetrack 
Holdup 
Gaslight 
Lineup 
Inasmuch 
Forasmuch 
Typewriter 



r 
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(156) OTvm. 

The cost necessitates brerlty In oooiposition* The lemst ttud^ef- 
pf words necessary to conrey the exact thoai^bt are written* 

This exoessive brevity often produces an sBbigaous or indefinite 
aessage; hence, great care and auch skill is necessary to produce the 
ideal telegrsa* 

Dear Sir, Yours truly, and all canqpliaentary features of letters 
are eliminated. 

Urgent eacpressions, as a rule, are unnecessary; as, ianediate, 
«tc* ▲ tele^sa, in itself, is an eaphatic eridence of urgency* 

Telegraph instruments cannot reproduce signs; as, 9«, 9x4, etc. 
Implicit meanings should be written; as, 9 degrees, 9 by 4, etc* 

<157) cimre . 

Cipher language is adopted by firms using the wires freq[uently, 

for purposes of economy and secrecy* It is composed of figures, or 

fibres and words. Xxamples: 

mPLOlCED equals: Vill haye no difficulty getting freight roon* 
inET equals: lAxenzenberger & Falkenbaoh Company* 
SOFIXNDUU equals: Bank of British Horth America, Quebec. 

Cigher telegram ; Nahouden off ellam portrait nenry persuleo anid 

secure discount physonotes netty or better 

Translation ; Think it advisable to buy at $4.83 l/8, £20,000, and 
secure discount of 3 7/8 or better. 

(158) WORDS COPMTISD . 

Only the text words are counted* The address and signature are 
free, also the title after signature, if not more than two words* 

Dictionary words, initial letters, surnames of persons, names 
of cities, towns. Tillages, states and territories, or names of the 
Canadian proTinoes, are counted and charged for each as one word* 

The abbreviations for the names of cities, towns. Tillages, 
states, territories, and provinces, are counted and charged for the 
same as if written in full* 

AbbrcTiations of weights and measures, in comnon use, are each 
counted as a word. 

Figures, decimal points, bars of diTision as in common frao» 
tions, and letters are counted, each separately, as one word. 

In ordinal numbers, the endings, st, d, nd, rd, and th, are each 
counted as one word. 

Words recognized in dictionaries ae compounds (shipbuilder), and' 
combinations of initials in common use (cod, oif, cafe, etc*» without 
the periods) are counted as one word* 



Initial letters of proper luaee are counted each as a word* The 
initials of a nsae cannot be sent as one word (Br^, David R. Gray), 
mnless -they can be pronounced (Red, Robert X« Douglas). Pronotmceable 
groups of letters are counted, each group as one word. 

It is better, therefore, not to abbreriate, as there is less 
ehance of errors being aade, and it is eoonony to spell out both 
cardinal and ordinal nuaibers. 

The message, "Ship Tuesdsy 1000 lbs. #5 at flO.SO per 100," 
should be written, "Ship Tuesday one thousand pounds number three 
at ten dollars fifty per hundred." 7or the fonaer, 20 words would 
bo charged; for the latter, 13 words. 

The following will further illustrate the foregoing: Van Dome 
is counted as one word; Brown, Jr., as two; Hew York, or H. T., as 
one; 2 l/2, as four; 23rd, as three; twenty- third, as two. 

(159) TBERgRAPH CHARdES . 

Charges yary and are based on a tariff, regulated by distance 
and other influences. The minimum rate is 25c for 10 words and 2o 
for each additional word. In a case where the rate is 50c and 3c, 
the charge for 12 words would be 56c. 

(160) HIQHT KESSAdBS . 

Night messages, written on night-message fonae (comsonly called 
reds from the color of the printing) , are accepted only between the 
hours of opening and midnight . They are 'transmitted Usually after 
6 P.M., and are not delivered before 8 A.K. the following morning. 
Charges are about one-third less than the regular day rate. 

This plan is encouraged on account of the rush of business being 
over, and the accumulation of night messages can be transmitted at 
their leisure. 

Cablegrams to foreign countries do not have a special tariff for 
night senrioe. 

(161) TRAJ5CTR OF KGSSI . 

The telegraph companies transfer money by wire to all points in 
the United States and Canada. The charge is one per cent, on sums of 
|25 or over; for smaller amounts, 25c each. To these are added a 
double toll, on regular day rates, for a message of 15 words. Should 
the double toll exceed |2.70, no charge is made for the excess; so 
that the charge on a single ntransf er will, in no case, exceed that 
sum in addition to the percentage. 
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(162) OHAROBS *. 

Atlantic oablegmM to Great Britain, Ireland, Tranee, Gemany, 
Belgium, and Holland, are charged/ at the following rates, per word: 
?rom Alabama, 31c; British Colunibia, 37c; California, 37c; Colorado, 
340 ; Connecticut, 25c; Illinois, 31c; etc* 

(163) CABLE ADDRBSS , 

The word system of charging for cahlegrams is, that all words in 
the address, text, and signature, are counted and charged for. 

This accounts for the cipher words adopted hy firms and called, 
cable addresses; that is, the word Rex may mean, John Murray & Co., 
428 Brown Street, Chicago, 111., U.S.A. These cable addresses are 
registered by the telegraph or cable coigQpanies, so that the cipher 
word insures as prompt dellTcry as if the full name and address were 
cabled. 

(164) PLAIH MRSSAQBS . 

These may be written in any language that can be expressed in 
Roman letters, ci]pher of code words excluded. In such messages, each 
word of 15 letters, or less, is counted as one word. Those over 15 
are counted as one word for each 15 letters or part thereof. 

(165) CODK WORDS . 

Code messages may contain words belonging to one or more of the 
following languages: English, IPrench, German, Italian, Dutch, Latin, 
Portuguese, or Spanish. Words from other languages are not allowed. 

In such cablegrams each code word of 10 letters, or less, is 
counted as one word. Those oyer 10 are counted as one word for eAch 
10 letters or part thereof. 

(166) TRAMBFER 09 MOMEY . 

The telegraph cooivanies do not transfer money by cable. This 
Imsiness is transacted through banks ox' express companies. The rate 
of exchange for such cable transfer is about one-eighth per cent.., 
to which is added the actual cost of the telegraphic and cable ser* 
Tice. 
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« COMMERCIAL PUNCTUATION «tt 



• Period 

Parentheses 

• Q/phen 

• Apostrophe 



« • • MARK S • « • 

; Semi-colon 
? Interrogation 
^_7 Brackets 

"" Double Quotation 
Underline 



: Colon 

I ficelamation 

— Sash 

* * Single quotatioo 

A Caret 



Reference marks may be classed here but they are rarely used» 
and the ordinary typewriters do not provide them, except by- special 
request* 
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(167) OTjgCT. 

The object of punctuation is, by the separation of words and 
groups of words, to make the meaning clear, to avoid ambiguity, and 
to emphasise certain passages and expressions. 

The rules being flexible, and subject to intelligent .manipula- 
tion, an opportunity is presented for the display of much skill and 
good taste. 

(168) THREE ORATES. 

There are three grades of punctuation: that seen in- high-olass 
magazines and standard literature, which represents perfection; that 
in newspapers, which is open, merely sufficient to avoid obscurity 
and make the reading intelligible; and, the medium between those two, 
which is, Commercial Punctuation* 

(X69) HOV TO LEARN IT EASILY * 

The most convenient manner of learning to punctuate acceptably 
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±8 to form the habit, vhllo reading, of watohliig tba narks, and 
criticizing thair effect* 

Vith a knovledge of the fundajaental rules, the ralue of each 
nark, and the graamatical eonstraction, this plan is, possibly, the 
best; because, from critioios ths most lasting and most intelligent 
conception is gained* 

(X70) DO HOT SLABOimg , 

Avoid elaborate punctuation and you will wr less. The generous 
use of the conna is more apt to emphasize a lack of knowledge of the 
subject than to receive applause* It, with the. dash, is aiimsed* 

Punctuation marks Are enemies to the typewriter* Look at the 
cylinder of yoxir machine and see their effect* Bo not concentrate 
the full force of your physical energy when typewriting the punctout* 
tion marks* Touch them gently* 

(171) ViaUB G? MAHKB * 

The smallest degree of separation is represented by the conna; 
the next in order of increased separation ure, the semi-colon, colon, 
and period. . 

The interrogation or exclamation, Vt the end of a sentence, 
equals the period in strength* In the l>ody of a sentence, it may 
equal the comma, semi-colon, or colon; in which event, the following 
word need not be capitalized. 

The parentheses and brackets are akin to the comina, marking a 
stronger parenthetical separation. The tendency is to abolish the. 
' brackets in reading matter, and use the parenthesis as rarely as 
possible. 

The dash equals the colon in strength, and when used on both 
sides of a jOirase or clause, has the same force as the parenthesis, 
and is often given the preference* 

The underline Is a mark of emphasis and equals the placing of 
the words miderlined in italics, if they be in lower-case 

The double quotation marks separate the words of a second party 
from those of the speaker or writer* The single quotations separate 
the words of a third party from those of the other two* 

The hyphen is not a mark of separation; it connects compound 
words, also the syllables of words divided at the end of a line* 

The apostrophe denotes the possessive case, is used in plural* 
izing letters and figures, and notes an elision* 

The caret mark is more emphatically known as the "bltmder mark** 

The brace connects several items with a common definition* 

(172) SPACIHG^ 

?ut two spaces between sentences* The dash and hyphen must not 
have a space on either side* The parentheses should be close to the 
words they enclose. 
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I* (173) >• COMMA >» 

If}ll9lfflfffflffl)l>f>ll9ff»» 

Separate ty ccnDaa a group of worda that may be omitted and the 
sentence be complete, except where there is close connection: 

The boy, thinking of hie studies, walked slowly. 
"The boy walked slowly" makes oonplete. sense, hence the caoBas. 
The snow on the trees is beautiful. 
I caught the boy who had the stick. 
Vo punctuation on aecoimt of close connection; but a comma is needed 
in: I cauc^t John, who had the stick. 

Two or more words in a series not connected by conjunctions: 

The tall, graceful boy walked slowly and sadly. 
Three or more qualifying words, even though the two latter are 
connected by and, or, nor, etc.: 

The tall, active, and graceful boy walked slowly. 
Two words, the same part of speech, connected by a conjxmctiony 
are not separated: 

The boy is tall and active. 
Exception: miere there is a modifying element relating to one of tha 
connected words: 

The boy is tall, and active too* 
The boy is tall, but not awkward. 
The boy is also clever, but not studious* 
^Vhen the connection is close, do not put a cooma before the con- 
Junction: He smiled, he laughed and shouted. 

If the same conjunction is used between each word, comsas need 
• not be used, except' for additional emphasis: 
He smiled and laughed and shouted. 
Ihen the conjunctions are different words, or a modifying word 
is used, insert the ccmma: 

He smiled, then laughed and shouted. 
Do not put a comma between the subject and predicate, imlass the 
subject be long, or a i^irase or clause intervenes: 

The vacation, though short, was very enjoyable. 
The days, the weeks, the months pass quickly. 
Patience and perseverance, honesty and industry, are the 
elements of success. 
So not put a comma, or any mark, in front of a parenthesis, 
unless the words enclosed constitute a sentence* The parenthetical 
expression relates to the preceding matter, not to that succeeding, 
so that a punctuation mark in front of the first parenthesis would 
give the impression that the matter belonged to that following* (See 
"Parenthesis.") 

A common error is to place a mark after the parenthesis, without 
regard to whether the sentence calls for one or not* Bo not use a 
punctuation mark unless it belongs to that part of the sentence, 
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ragardlesB of the worda In parenthesis • Example: The more he sought 
(perhaps the better to understand hln) the friendship, etc. "The 
sore he sought the friendship** does not require a mark of separation; 
therefore, none is placed after the parenthesis. 

The comma often Indicates that a word Is omitted: Pare, 5c. 
The omission of is necessitates the use of the comna. 

It is also useful in avoiding repetition: They are, John, James, 
and Thomas. The comma takes the place of and between John and Jaass. 

Independent words, Intermediate expressions, words In apposl- 
.tion, and inverted expressions, are separated: 

How, Thongpson, the editor, is wrong in his statement. 
Vote the difference in meaning by the change in punctuation: 

How, Thompson, the editor is wrong In his statement. 
Additional Bxamples : 

John, come; I want you. 

I am here, John. 

Ho, sir; I will not. 

I, too, will go. 

It is, indeed, marvelous. 

At this time, what were you doing? 

Considering your statement, I decline to act. 

Ye are, of course, willing. 

In the first place, you must communicate with him. 

To complete the matter, he went to Philadelphia. 
Therefore, however, and similar words, are usually set off by 
connas, iinless the connection be close: 

Therefore, however well he may do it, it can not be perfect*. 

You, however, may not know it. 

I will, however great the difficulty, overcome it. 

I can, therefore, accomplish little. 

You can, naturally, do all these things. 

It is, of course, a difficult undertaking. 
Ihrases and clauses which limit, restrict, or have close con* 
neotion with the antecedent, must not be separated: 

A man of experience advised me. 

Your favor of the I4th is received. 
Separate from name by comma, Jr., Sr. or Senr., Ssq., and all 
titles or degrees following a name, using the initial capital: Hr. 
A. De Stelger, Jr., A. Canfield, Esq., Y. 7. Uacfarlsuie, U.D., James 
Sdirards, Senr., Esq. 

The combination of Senr., Esq. , in the last example, is not 
pleasing to the eye, and should be avoided. The same with» Charles 
Czizek, Esq., Mgr. The better form is, Hr. Charles Csizek, Ugr. 
The comma follows such adverbs as, therefore, however, also, 
when they are preceded by a semi-colon: ICr. Russel has Just received 
instructions "to travel through Pennsylvania; also, to attend to the 
Bobbins matter. 

Omit comma in cases like the following: John Smith of New York, 
Ibr* and ICrs. Harrison of Detroit, and Kr. Hardup of Easyton* 
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the month and date should not he separated by a eoona, hut the 
cooaia 18 used between the day and year: Monday, January 5th, 1903; 
Konday, the fifth day of January, ▲•!>• 1903* 

Commas are used to separate the hundreds, thousands, millions, 
etc.; as, 3,021,496. A practice, not unccomon, is to leave a spaca"- 
instead of the comma; as, 3 021 496. 

Separate names in a list except where words or phrases occur 
describing the persons or their business, in which case, use the 
coBna and semi-colon: John Brown of 272 Wdbash Avenue, Chicago; ¥• 
B. Howells, the popular novelist, of Boston; and Labouchere, editor 
of London "Truth," were present. 

Omit comma in phrases like the following: "Herald" of Hew Tork^ 
Smith of the "Ibiil." 

In cases like the following use comma only: Hr« Healy, A. Zom» 
and A. D. Fillsbury of Omaha, R. ?• Horr of Detroit, D. T. Lipman, 
and Mr. and Mrs. 0. ▼• Cable of Hew Orleans, ¥• Brown of Geaveston. 
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Vhen a clause is subdivided by eoonas use a semi-colon before 
the following clause: 

Without, the gardens were picturesque; within, everything^ 
was comfortable; the furniture, somewhat ponderous, but hand«> 
some withal; a daiaty, little table for books, a luzurious 
arm-chair, and so on. 
In successive short sentences, where the connection is dose, 
the semi-colon is preferred to the period: 
He is right; you are wrong. 

The risk is great; you may take it, if you please* 
The hour is late; the Journey is long; I must go now* 
In a series of figures, separate the itesui by semi-colons whea 
oomnas are used in the details: 

Closing prices on 'Change, a year ago today, were: 
September wheat, 69 l/4c; December, 71 3/4c; May, 75 5/8c* 
September com, 54 1/20 ; December, 56 7/8 O 57c; May, 59e« 
September oats, 33 l/4 O 33 3/8c; December, 35 l/4c* 
If the details are not separated, the comma is sufficient: 
8et)tember pork (14. 40, lard |8.97 l/2, ribs |8.40. 

The semi-colon is usually placed before namely, viz., thus, as, 
and other words introducing an example or enumeration; but where the 
example is long, and comprises a number of items, put a comma in front 
and a colon after. This emphasizes the enumeration and periaits of the 
first word following being capitalized. 

Avoid abbreviations; as, X Roads for Croas Roads, Bait, 
for Baltimore, etc. 
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The Talue of this mark is helng restricted in latter-day puncttt* 
at ion, its use being confined mainly to the salutations of letters, 
and after expressions having the sense of, as follows, to-vit, viz,, 
etc., introducing a tabulation, or a formal statement of particulars, 
as follows: 

Hy dear Sir: 

The statement was in manner following, to-wit: 
Ye are in urgent need of order #692, namely: (or, viz*:). 
There are three points in the contention: First, the 
smount charged; second, the date when due; third, the rates 
of discount. Or, (1) The amount charged, etc. 
After (1), in last example, use a capital; after Pirst, the 
sODall letter is preferable, unless a dash be used. 

The colon is used before a direct quotation that is lengthy, or 
contains more than one sentence; otherwise, the comna is sufficient: 
A crop expert says: "The growing Spring wheat is badly 
damaged. A continuation of the unseasonable weather will do 
incalculable injury." 

He said, "I will return in three days." 
The colon separates chapter and verse; also, hours, minutes, and 
Bdoonds, when in figures: Genesis, ix:l*6; 5:30 p.m. 

The following examples show the colon as used in hic^-grade 
punctuation: 

RDI£. — A clause added to a complete sentence, without a connect- 
ing element, and parts of a sentence subdivided by semi-colons, are 
separated by the colon. Examples: 

Youth fades, love droops, the leaves of friendship falli 
a mother's secret hope outlives them all. 

King Kidas foimd on his plate, not a gold-fish, but a 
gold fish: its little bones were golden wires; its scales, 
thin plates of gold. 

Error is a hardy plant: it flourishes in evdry soil. 
The contest was keen: the spectators were wildly enthusi-* 
astic. 
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The typewritten dash is composed of two hyphens. 

A common habit is to put a dash, or hyphen, after the salutation 
of a letter. Do not do this unless the body of the letter be run in 
on the same line as the salutation. The dash has no value in con- 
Junction with the colon and does not enhance the appearance of a 
letter. 
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The dash should not b« used more than is necessary. It Is used 
indiscriminately by many who are weak on punctuation, 

A form of letter coanonly in use in olden-times, and still used 
sparingly, is to follow the salutation with a coana and dash, and 
continue the letter on the same line: 

Mr* L. E. Nicholson, 

Hount Clemens, Xich. 
Dear Sir,— Your favor of recent date has been duly received 

and carefully noted. Etc. 
The effect is crowded: the display is poor. 

THE DASH IS USED: (1) To mark an interruption; (2) To separate 
words, or groups of words, in a disjointed statement; (3) For rhetor* 
ical effect; (4) To indicate the omission of letters or words; (5) 
Instead of parenthpsis. Examples: 

(1) Q. Ihere were—. A. I was in the house. 

(2) I am— no— don't ask me. 

(3) The grass, the trees, the hills— all— all are beautiful. 

(4) Mr. Itai. J— son. (Ifake the dash as long as the elision.) 

(5) He made a full confession— not without hesitation— of his 

many misdeeds. 
It may also be used after the nximber or title of a paragraph; 
as, First.— 1st.— Ist— 1.— Section 1.— 

Put a dash, or a period and dash, after the subject of a letter 
or paragraph, where the matter is run in on the same line: 

WHEAT.— The market for this cereal was active, but prices 
showed little fluctuation. Etc. 
The name of an author, at the end of a statement or quotation, 
is preceded by a dash: 

Hen may rise on stepping-stones 
Of their dead selves to higher things. — Tennyson. 
In proceedings of public bodies, dialogues, or expressions of 
opinion by various men, a dash, a period and dash, or a colon, may 
be put after the name of the speaker. Do not use quotation marks. 
The following is the best form: 

Mr. Garfield— Does the gentleman object? 
Mr. Kelly — I do, sir; most strenuously. 
'The comma and dash is used instead of parenthesis: 

He planned,— but his planning was often in vain,— that 
his dream be realized. 
The combination of the comma and dash, as in the preceding 
example, is a hybrid. The object of adding the two marks is to widen 
the separation; but there is no utility in this, for the comma, daBb, 
and parenthesis perform, mainly, the same office, the enclosing of 
expressions that might be left out and the sense of the sentence be 
complete. Each represents a greater degree of separation, in the 
order named, so that, if the dash be not strong enough, the paren- 
thesis may be used. 
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The period is used at the end of sentences that are not inter- 
rogative or exclamatory. 

It indicates abbreviations, except where the apostrophe is used 
to indicate an elision: Ass't, C.O.D., Deo., H. B« Roe, Esq. 

If a sentence end with an abbreriation, the one period serres 
the double purpose of indicating the contraction and the close of the 
sentence. 

Several periods, preferably with spaces between, indicate an 
omission: 

As Italy has the sea on three sides .... it is natural 
that many of the inhabitants should be sailors. 

It may be placed after the items in English money, or after 
Roman numerals: £5. lOs. 6d., VIII. This, however, is unnecessary^ 

It .is used to indicate a decimal fraction: fS.lO. 

Do not use periods after nicknames; as, Tom, Sam, Bill, etc.; 
but Jno., Thos., Ibi. , Alex., etc., are contractions and require the 
periods. 

Do not put a period or space after c in McLean, ICcDonald, etc. 

??????•*??????????????????????????? 
?? (178) ?? INTERROGATION ?? 
■????????????????? ^? ?????? ????????? 

The interrogation is placed at the end of each direct question, 
whether there be only one or several questions in the sentence: 

Must you do it? is it imperative? or, is it merely one 
of your fancies? 
In this example the mark has no more strength than the semi-colon or 
colon, and does not call for the capitalization of the following 
word. 

The mark is not used after an indirect question: He asked me if 
I would go. 

Ihen a question is meant, but the sentence not in the form of 
one, use the mark. This is very common in court testimony. Note the 
following oddity: 

q. You are 30 years of age? 
A. Yes, sir; I am. 

q. You have lived in Chicago 10 years? -•: . 

A. Continuously? 
q. Yes? 
A. No, sir. 
The interrogation mark, enclosed in parentheses, expresses doubt 
as to the accuracy of a figure or statement: He was bom in the year 
aSOK?). 
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tl (179) ri SXCLAXATIQH II 
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Plaoe this poimt after interject lone; as, Oh! Ahl Varkl Pshawt 
Alast etc.; and at the end of sentences or expressions indicating 
Intense feeling, surprise, or enotlon. Also, after words used as 
interjections: 

Silence I I cconand you; be silent! 
Peace! Rest I Their ambitions are asleep in death. 
Do not use the point ianediately after 0« This interjection ez-> 
presses intense emotion or sentiment but blends with the sentence;^ 
Oh I is detached and independent; a sudden, inroluntary exclaaatloA 
from shock or pain: 

hasten the hour! 
Oh! That hurts*. 
Ihether or not a capital should follow this point must be dcter- 
Bined by the sense of separation: 

Pshaw! You know better* 
Alas I we are lostl 
Aha I lie hare you now. 
Wt hope I we striTOl but, we fail! 
In oases of uncertainty, use the capital* 
An increasd of emotion can be indicated thus: Going! gone!! 
gone III 

Comnaa may be substituted for exclamations: fia, ha, hal You 
tell it well* 

The exclamation point may be made on the typewriter by holding 
down the space-bar and striking the colon and apostrojdie, or period 
and apostrophe, on the same space* 

(((((((((((((((((((((((((((((((( 
)) (180) )) FARSNTHBSIS )) 
(((((((((((((((((((((((((((((((( 

This nark is used to enclose words, or groups of words, bearing 
less relation to a sentence than those separated by commas or dashes :- 
The preceding day (Tuesday), he addressed the jury* 

A punctuation mark should not precede the parenthesis, unless 
the parenthetical expression be a complete sentence within itself, 
and the preceding matter end with a mark that closes the sentence* 
All minor marks should be placed ^ter the parenthesis; but, only use 
such a mark if the construction of the sentence, without the enclosed, 
eaqpression, would demand it* 

The name of a State in the following case should be in pcuren- 
ihCftiltr The Jackson (Mich*) Pilot* was enlarged* 
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Ihen the enclosed eaqpreseion Is a coniplete sentence, the period, 
or other point marking the end of the sentence, should be placed in- 
side. 

The subject under discussion is all* import ant. (took at 
your progrsffls.) Let us study it' impartially. 
All other marks belonging to the expression enclosed should be 
placed within the parentheses: 

The message sent (is it not noble?) should appeal to 
every patriot. 
This applies equally to expressions disconnected from the r#st of the 
sentence by dashes or brackets. 

The parentheses are also used to enclose: 

(a) Figures that are duplications of those written in 
words: Two Hundred Dollars (|200.00). 

(b) The interrogation mark escpressing doubt: In the year 
3t673 (7) the expedition set out. 

(o) Marks or numbers referring to foot notes: (*)• 
(d) Serial numbers or letters introducing paragraphs. 
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The BRACXBTS are rarely used in typewriting, and are represented 
by the parentheses*. Their use is similar, the brackets indicating a 
greater degree of separation. They may be made by a combination of 
the underline mark and oblique stroke, as shown below. 

They enclose* words or expressions that have no bearing on the 
discourse, such as exclamations by an audience, explanations or com- 
ments by a person other than the writer or speaker: 

Proud of my record; I defy my caliamnlators. ^reat applaussjj^ 
Doctor (entering) --You called me? 
Patient (moaning) — Can't you help me? 
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The hyi^hsn is used to compound words (vice-president), to sep* 
urate syllables (con-dem-na-tion), to mark the division of a word »t 
the end of a line, and to connect figures (1860- '65). (The last ex- 
ample equals, 1860 to 1865.) 

All double nunibers, when spelled, denoting parts of 100, are 
connected by a hyphen: Twenty-one, Pifty-elghth, etc. 

Some use it to form a ^fraction; as, 2 5-8; but the better form 
is, 2 5/8. 

The hyphen should not be used at the beginning of a line to 
indicate that a word has been divided between two lines. It belongs 
only to the end of the line where the first part of the word is. 
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Th0 apostrophe denotes the possessire case (John's book) and the 
omission of letters or figures (o'er « over, o'clock » of the clock, 
•tls - it is, don't » do not, I've » I have, 1900- '01- '02). 

Note.— Authorities differ as to how the possessire should be 
formed on singular nouns ending with b. The form, James' book, Is 
less awkward than, James's book, and has the preference. Either form 
is regarded as being correct. 

Singular Possessive: Hat's, man's, woman's. 
Plural Possessive: Hats', men's, women's. 

It is used in forming the plurals of letters and figures: H's, 
S'«, L's, 65's, B'sAi C.O.B's. 

A contraction in the possessive form has the period after the s: 
Go's., etc. 

Do not put 's on state rights or state prison, nor the apostro* 
phe before Varsity, but use 's on State's Attorney. 

In names of corporations, etc., comprising two possessives, use 
only one apostrophe; as. Bankers and Merchants * Bank. 

Do not use apostrophe on possessive pronouns: Ours, yours, its, 
theirs. Exception: It is one's privilege. 

A space should not be put on either side of the apostroidie in 
the following and similar cases: O'Brien, O'Rourke, coup d'etat* 

iiHiiiinnnitiiNiinnnnHnnnnitnNnitNNiinnnniiiittw 
nil (183) "" QUOTATION MARKS "" 



These are used on direct quotations: "I have tried and failed,** 
he said; "but, in trying, I will yet succeed." 

They are not used on indirect quotations: He said he -had tried 
and failed; but, in trying, he would yet succeed. 

A quotation comprising several paragraphs requires the marks at 
the beginning of each paragraph and each display llpe. The quotation. 
Is closed only at the end of the last paragraph. 

Use double quotation marks on all extracts or quotations that 
are run in, or written in the same spacing and style as the context* 
If the quotation be lengthy, it may be put in a paragraph by itself, 
without the marks, closer spaced, and, if necessary to emi^hasize the 
quotation. Indent the left margin a few spaces. 

Another method of emphasizing a quotation is to "side-quote*" 
(See example under Sidehead #L4.> 

Quote subjects of lectures, of articles in newspapers, books, 
etc., names of plays (but not characjters ) , names of newspapers » 
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Teasels, and words requiring special ent^haals: "Inter-Ocean," S*8« 
"City of Rome," Str. "Mongolian." 

(^uote toasts and capitalize the principal words before the dash 
and the word following it; as, "I^ Country-TUay it always he right; 
hut, right or wrong, my country!" 

A quotation within a quotation calls for the single mark: 

The speaker said: "We have a prophecy in the words of 
Bums, *lhen man. to man the world o'er shall brothers be 
for aw that." 
Do not use two apostrophes for the double quotation mark* 
The single and double quotation marks are used as the commercial 
signs for feet and inches: 5' 10" » 5 ft. 10 in. 

At the end of a quotation the period or comma should come before 
the quotation mark; but the Interrogation, or exclamation point, the 
colon or semi*colon, should come before or after the quotation mark, 
according to whether it be a part of the quotation or not. 

When a dash is used after a quoted passage to show that it Is 
incomplete, the quotation should come after the dash. 

(184) OTHER MARKS . 

The CARET, or blunder mark, indicates where an omission should 
be inserted: helped 

The incidenl^him to understand. 
The UHDERLINE is distinctly a mark of en^hasis. Words with a 
single underline would ordinarily be printed in italics; double, in 
small capitals; and triple, in full capitals. The typewriter, not 
having this variety of type, its degrees of eocphasis are limited to 
the following: Wonderful, Wonderful, WOBTERTUL, WOKJAERyUL . Underline 
foreign words. 

MARKS OF ELLIPSIS may be: A number of asterisks ••••••••••'», or 

periods , or x*8 X X X X X, or hyphens -----, or a long 

dash . 

REFERENCE MARKS call attention to notations on the side-margin, 
the bottom of the page, the end of the article, or any other suitable 
place • 

The BRACE connects several items with one result: 

( L. A. Morey 
Grain Saaqplers -: William McDougall 
( Robert P* Kettles 

(185) ACCEHT MARKS . 

Accent marks may be omitted on foreign words that have become 
Anglicized, or are familiar by common usage. 

On typewriters arranged for the English language the acute 
accent is made with the Apostrophe, the cedilla with the coiona, and 
the dlaerepls with the double quotation; as, frapp6, gar9on, zoology. 
The diaereaia denotes separation; as, cooperation, co-operation. 

The word employe may be written without the accent or doubling 
of the final e. 
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(1) Thar* are four klnde of mlaaograiftis In gaiMral use, th« Standard 
Hand Kiaoograph, tha AutOBatio» tha Dlaphraffa, and the Oaoillator. Oia 
■annfaetttre of tha tvo foxvar haa haan diacontinuad, tha two latter being 
Inproreaenta* 

(2) tha direct iona giren by the Banafaetttrara with each atyla are ex- 
plicit and should be followed carefully. 

(3) Before Baking a stencil, be sure that tha tiaaue paper ia in front, 
etharwiae the type will aoon be filled with wax. Renore the ribbon so tha 
naked type oan strike the atencil sheet* Clean the type thoroughly* 

(4) You cannot be too gentle in handling a stenell* The ali^teat 
buckling will nake a break, through irtiioh the ink will appear* 

(5) If a wrong letter be atrudk, or wrong worda be written, acrapa 
aone wax off the aide or end of the stencil sheet and paate it orer the 
error, ao that all the crevices are filled, snooth it with the finger, 
then write the proper letter or word over the patch* A wrong letter nay 
soBetines be succeaafully eraaed by rubbing with the finger nail* 

(6) The fibre sheet accoopanying each atencil sheet for the old style 
Standard Miaeograph should be placed in the fraaa ao that it will be be- 
tween the ink roller and the atencil* Its object is to strengthen and 
protect the stencil* 

(7) The stencil, when adjuated for printing, should be abaolutely 
tr^% from creaae, bulge, or looaenaaa* If not, the atencil will eoon 
crack and. dirty work result* 

(8) The craoka along the aldea of the stencil, caused by folding on 
the backing sheet preliminary to cutting the stencil, should be covered 
with stencil varnish and strips of thin paper after the stencil has been 
faatened in the mimeograph frame* 

(9) The folding at the aides of stencils on backing sheets ie neces- 
sary only when making them for the old style machines* Those for the 
other machines are made to fit the typewriter. 

(10) Work the ink throu^ on a blotter, or sheet of soft paper* A 
better and quicker first copy can thus be secured. Too much ink is about 
aa bad as too little* Light pressure and the least quantity of ink necea- 
aary produces the beat work, and the stencil laste longer* 
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(11) Li^t and dark streaks of printing are produced by uneven ink- 
ing* Do not use a great deal of ink at first and distribute it well. On 
the Oscillator the ink is fed to the stencil through a pad by capillary 
attraction nhioh practically assures uniform distribution* The copies 
should be watched closely to determine when more ink is needed, 

(12) Ihen the sli^^test eridenoe of a break, or a spot» appears on 
the paper» oorer the break or spot on the stencil sheet with ramish, and 
thin paper if possible* 

(15) Per drying purposes, put letters between sheets of soft paper, 
or blotters, blb they are being run off, then squeese in a letter-press 
until dry. These smut sheets may be xised a great many times. 

(14) The best and quickest work can be done on a soft, abtfbi1)ent 
paper, smut sheets being unnecessary. 

(15) The same fibre sheet can be used for several jobs on the old 
style mimeographs, if done the same day, or before the ink has dried. This 
makes a decided saving of ink, as quite a quantity is needed to thoroughly 
saturate the fibre sheet. 

(16) If this plan be followed, there will be a surplus of fibre 
sheets. These can be used instead of the silk backer. This is another 
measure of economy that, perhaps, produces better work, as the fibre sheet 
is clean, idiile the silk sheet may be covered with wax. 

(17) TIIXIH6 IH HAMES.— Ihen typewriting names on mimeographed clr* 
cular letters to make them appear personal^ write each name even with the 
margin of the body of the letter. If the names are those of individuals 
and firms, the salutation should be written on the stencil with a space 
between Dear Sir and the colon, for the insertion of s. 

Use a ribbon that will match the ink after it has dried. Strike the 
jmnctuation marks li^tly when filling in names. 

The names and addresses may be typewritten on the letterheads prior 
to mimeograidiing the letter* This enables the stenographer to utilize 
spare moments. Of course, care must be taken to write the names exactly 
at the same place on each sheet, or it will be impossible to keep the 
margins even iriien printing the letters. 

Better work, however,, can be produced by filling in after mimeograph- 
ing, as some' of the circulars may be lighter than others, and the force in 
striking the keys can be regulated to match the density of each circular. 
'Vhen the printing is heavy and the typewriting clean cut, double the rib- 
bon for better matching. 
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!• Semi -carbon Is tha nama giiran to carbon papar inked on ona a Ida. 
Vail oarbon is that inked on both sides. 

2. When making 10 or more copies at the aame time, uae rery thin 
semi«oarbon and writing paper to get bright, legible eopiea. In making 
that nuniber, use a heary backing aheet, as, especially in damp weather, 
the paper clings to the roller, and is liable to get caught between the 
rollera and be carried around a second time. A plan comiionly adopted la 
to fold about an inch of the backing ahaat at the top, into which the 
writing paper is placed, thua making it ^ftsy to insert in the machine. 

3. Decide on a certain rule for arranging the carbons. If you place 
them in a hsphasard manner, they are liable, at times, to be placed In the 
machine the wrong way. Mske thia your ruleiTAlways lay ths carbon, Inked 
side towards you when placing the work in the machine. Of course, there 
must be writing paper on both sides of the carbon* 

4. Ihere sereral copies are being made at once, one mistake meana 
sereral mistakes. The correction of these should be made after the page 
has been finished. It is possible, howerer, to correct mistakes while the 
paper is in the machine by turning back the paper, placing a piece of 
paper between the carbon and the carbon copy iriiile eraaing the error on 
the original oopy. The danger of thia plan la the likelihood of the paper 
being mored so that the carbon oopy becomes dlaplaced. 

5. Use carbons the same color aa the ribbon. If the color and shade 
are exact, corrections on carbon copies made with the ribbon are all rii^t* 
If the colore are not the aame, a piece of the carbon paper may be placed 
over the ribbon. 

6. If the operator be rapid, It Is, In sons caaes, qjuieker to rewrite 
a page than make ssTcral corrections on a number of cax^on copies. 

7. The carbon sheets nearest the type wear cut more quickly than the 
others. When the first one gets dim, take it out, then place a new sheet 
at the bottom* This presenres a good print for the last copy 

8. If the carbon sheets became creaaed, they should be smoothed oatt 
or destroyed; otherwise, the writing paper will be atreaked. 



9. Full carbon is used where a large nu]ia>er of copies have to be 
at once. Tissue paper, for the writing, is xised In -conjunction with it* 
Two sheets of the writing paper are placed between each carbon, also two 
in front and one at the back. The paper being almost tranaparentv the 
printing on the sheets that hare the writing on the back Is alJBOst aa 
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legible as the others. In this kind of work, the typewriter ribbon Is not 
used, and as the first sheet gets out by the naked type It is destroyed* 

10* Do not use oheap oarbon paper. It smuts; Is short-llred; th0 
jjqpresslon Is rou^ and Irregular; It costs more erentually. 

11* Do not use carbon that Is too fresh. The pressure of the type- 
writer rollers makes an jjqpresslon all orer the page, and the letters ar9 
blurred and Indistinct. 

12. Many business houses hare discontinued the use of the letter-press 
and substituted the carbon copy. The adrantages of this are: The copy can 
be filed with the letter it answers, or in other suitable manner; letters 
are not blurred, and perhaps unreadable, as are many of those that go 
through the process of letter-press copying; a legible copy is assured; it 
permits the exclusive use of record ribbons, which do not smut and do much 
cleaner work; it. enables the operator to address envelopes with a record 
ribbon, so that moisture can not injure the legibility of the address. 

13. FILUITG IH ITAICES. — To fill in names on duplicate carbon letters, 
to make them appear as originals, place a piece of carbon paper of the 
same color over the ribbon; or, better still, to get the exact shade, 
place the duplicate letter and a carbon with a blauik sheet of paper in 
front, in the machine. The blank sheet should be marked, as a guide, so 
that the name may be written exactly in the ri^^t place. 

eoooooooooe 



. . . RIBBONS . . . 

Copying ribbons may be distinguished from non*copylng by moistening 
the writing. If it blurs, it is a copying ribbon. 

The work of a worn or curled ribbon may be improved by turning it 
over. 

A ribbon is at its best when half worn. The work is cleaner and 
smuts less. 

Do not buy cheap ribbons. They are more expensive in the end, do 
inferior work, and fill the type. 

Ribbons vary in width for different machines. See to it that the 
ribbon is suitable to the machine. 

If your work be of a general character. Including documents that are 
not to be copied in a letter-press, put a copying and a non-copying ribbon 
on the machine. Two ribbons may be more than the spools will hold, in 
which event, put on a half of each ribbon* 

Blue and purple are the favorite colors for commercial work. Blcusk 
should be used for all legal documents. 
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]>ear Sirs: 



Replying to your favor of the 30th ult., 
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'^// Author and Publisher, 

To/7 H. GRAHAM PATERSON, 

153 La Salle St> 



Will you kindly let U8 know if it is possible to 
have the rods sent by the end of this week? ¥e are 

2 ^ ^ -^^ = 

Willing to let you ship by any route, in order that 
they reaoh us in the best possible time* ¥e have 
several orders already overdue through your delaying 
these rods. You will please see that there is not 
any further loss of time. 



Respectfully yours t 
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